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1.0 Purpose

To provide the tasks, roles, and responsibilities performed by the National Aeronautics
and Space Administration (NASA) Shared Services Center (NSSC) Center Concur
Government Edition (CGE) Business Process Lead (CBPL). The CGE CBPL facilitates
CGE information flow, and interfaces with key stakeholders to optimize CGE system
use.

2.0 Authority

The CGE CBPL role is performed under the authority of the Chief, Financial
Management Services Division.

3.0 Applicable Documents and References

NASA Policy Requirement (NPR) 2841.1, Identity, Credential, and Access Management

4.0 Process

The CGE CBPL serves as the NSSC Liaison to the Agency Application Office (AAO) for
CGE role activities and must request the following Travel Roles via NASA Integrated
Service Management (NISM) using the Service Request Console (SRC):

4.1 Civil Servant (CS) CGE Travel Authorization/Voucher Review and Approval
Roles

The CGE CBPL serves as the NSSC CGE Point of Contact. CS Travel Authorization
and Voucher Approvers roles, as well as Conditional Approval Chain Maintenance
requirements.

A. Required Concur Government Edition (CGE) Roles
1. All NASA CS require the Federal Traveler (FT) Role in CGE to be able to
Travel for NASA, which is given when a NASA Access Management
System (NAMS) request is requested and completed through NASA'’s
Identity and Access Management (IdMAX) Module. Log into IdIMAX.
https://idmax.nasa.gov/
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nasa.gov.

IdMAX

Identity and Access
)\% V.9.q Management

NAMS

Your NAMS Requests
Other People's Requests
Requests You've Made for Others

A Console
Reports

- 8C  Seach fo i
= 2 8
NAMS ~ Identities ~ Credentials v Links v
Identities Credentials
Your Identity Request RSA Token

Manage Guest Accounts
Manage Foreign National Visitors

Get Physical Access to other NASA Locations

ICAM Reporting &

Manage Smartcard Login
Register Non-NASA Smartcard i)
Manage Application Service Accounts

Manage PKI Certificates for Devices

NAMS Approval Workbench (0)

You have no approvals needing your attention. View NAMS Approval Workbench

Need Help?
‘‘‘‘‘ ) 419-6297 or Email

bsite Owner: Rob Birchmeier

Curator. Agency Appications Office Paperwor

i ' IdMAX - 2 & o
Identity and Access NAMS ~ ities ~ C ials v Links «
MA X Rt
Your NAMS
Requests Your NAMS Requests
Othet PSopic's NAMS New Request Q Type Al v Center Al Vv

Requests

Request Sponsor: Mitton, John A change

Current Access o}

Requests You've
Made for Others

Access to Busi Wareh P ion via the y Portal ~ Modify Access Close Access Recommend
Provisioned 08/07/2015
Access to Core Financial Production via the bReady Portal ~ Modify Access Close Access Recommend
Provisioned 09/02/2015
AGCY HPPS ~ Modify Access Close Access Recommend
Provisioned 03/23/2016
AGCY0012 Basic Active Directory Account v View Access Close Access Recommend
Provisioned 01/12/2009
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2. IdMAX
Business Objects (BOBJ) Analysis for Office ~ Modify Access

Business Warehouse (BW) - via Business Objects (BOBJ) ~ Modify Access
CMP (Continuous Monitoring Program) Financial v Modify Access
Data At Rest (DAR) ~ Modify Access
DOI - OBIEE ~ Modify Access
eTravel ~ View Access

FPPS - Datamart (E-Payroll) v Modify Access

Above are examples of the “Your NAMS Request” page. You would need to see
access to eTravel to ensure you have CGE access which should be the FT Role only for
CS employees but could be other roles as requested for SP CGE users, such as
Federal Auditor (FA) Role, Federal Travel Arranger, etc. For further guidance on
requesting Access via NAMS please refer to the Center Business Process Lead (CBPL)
Work Instructions, NSPWI-1200-0001, section 4.4.

2. The CGE CBPL should also complete a NISM request to the AAO to add
the Federal Travel Office Approver (FTOA) role and the Report User Role,
if necessary, for Travel Authorization and Voucher Approvers.

3. An additional NISM or included in one NISM to the AAO is required to add
or delete CS as needed from the LTTDY Final - Approval Chain List and
the Conditional - Approval Chain List for LTTDY only (which is the
Approval for Actuals and Non-Contract flights) maintained by the AAO for
CGE.

a) If a CS is reassigned and no longer requires the Accesses in CGE
described in 2 and 3 above, the CGE CBPL would submit another
NISM requesting removal of the FTOA role and request the
expiration of the employee from all the Approval Chain lists
originally requested.

Note: Per AAO, a current AAO CGE Administrator, the employee’s
names cannot be completely deleted from the CGE Approval Chain
Lists. The AAQO can only enter the request date to expire that
employees’ term on these lists.
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4.2 Service Provider (SP) Travel Arrangers Roles

A. Required CGE roles

1.

The Service Provider will need to request eTravel access via a
NAMS request. In the NAMS request they can designate that they
would like the Federal Travel Arranger (FTA) role provisioned for
the employee, if they will be arranging/preparing LTTDY Travel
Authorizations and Vouchers.

The CGE CBPL will need to submit a NISM request for the new SP
preparer/arranger to ensure they have the FTOA role for all NASA
Centers, to have the ability to see employee profile information. As
well as requesting to allow the FTA role for all NASA Centers.

a) If a Service Provider is reassigned and no longer requires
the Accesses in CGE described in 1 and 2 above, the SP Travel
Supervisor can submit a NAMS request to close the CGE access. If
the SP requires different roles, the CGE CBPL would submit NISM
requesting removal of the FTA role and request any new roles as
necessary if they will be staying in Travel.

Note: Arrangers should not be listed on any Approval Chain Lists.
They should not have any ability to Approve Authorizations or
Vouchers.

Note: The NSSC Travel Arranger only requires access to see NSSC
employees unless she also prepares LTTDY Authorizations and
Vouchers for other NASA Centers.

4.3 Service Provider (SP) Foreign/Extended TDY (ETDY) Voucher
Reviewer/Approver Roles

A. Required CGE roles

1.

2.

3.

The Service Provider will need to request eTravel access via a
NAMS request. In the NAMS request the employee can designate
that they would like the FTOA role provisioned for them.

CS CGE CBPL will submit a NISM request to AAO requesting the
employee have access for all NASA Centers.

An additional NISM to AAO is required to add the employee for the
“Foreign Travel Crd” - Approval Chain List (Foreign Reviewers) or
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for the “LTTDY Approval” Chain list (ETDY Reviewers). An NSSC
Travel Approval Chain Maintenance Template Spreadsheet will
need to be attached to this NISM requesting to update the
Conditional Approver-NSSC Foreign or the Conditional Approver —
NSSC ETDY to Add the NSSC employee requiring this signature
role.
a) If a Service Provider is reassigned and no longer requires
the Accesses in CGE described in 1, 2 and 3 above, the
CGE BPL would submit a NISM requesting removal of the
FTOA role and request the expiration/deletion of the
employee from the Cond Approver-NSSC Foreign Approval
Chain list originally requested.

Note: If the SP employee’s eTravel is closed via NAMS this will
delete that employee from CGE and no NISM is required except to
request the expiration/deletion of the employee from any
Conditional Approver- Chain lists originally requested.

4.4 Service Provider (SP) Domestic Auditor Roles

A. Required CGE Roles

1.

The Service Provider will need to request eTravel access via a
NAMS request. In the NAMS request the employee can designate
that they would like the FA role provisioned for them.

CGE CBPL will submit a NISM request to AAO requesting the

employee be given an additional role of FTOA and have access for

all NASA Centers for both roles. The additional role is to allow
these Domestic Auditors to see the profile Pll data they will require
to complete their audits.

The Domestic Auditors should not require any Approval Chain roles

unless they are also performing Foreign and/or ETDY voucher

reviews.

a) If a Service Provider is reassigned and no longer requires the
Accesses in CGE described in 1, 2 and 3 above, the CGE CBPL
would submit a NISM requesting removal of the FA and FTOA
role and request the expiration/deletion of the employee from
any Cond Approver- Chain lists originally requested.
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Note: If the SP employee’s eTravel is closed via NAMS, this will
delete that employee from CGE and no NISM is required except to
request the expiration/deletion of the employee from any Cond
Approver- Chain lists originally requested.

4.5 Service Provider (SP) Daily Travel Payment Proposal Reconciler Roles

A. Required CGE Roles

1. The Service Provider must have eTravel access.

2. CS CGE CBPL will submit a NISM request to AAO requesting the
employee be given an additional role of Federal Supervisory Travel
Approver (FSTA) and have access for all NASA Centers. This
additional role is to allow these employees to approve vouchers
reviewed and ready to pay on a payment proposal.

3. An additional NISM to AAO is required to add the employee to the
Conditional Approver — NSSC Final Approver Chain list. An NSSC
Travel Approval Chain Maintenance Template Spreadsheet will need
to be attached to this NISM requesting to update the Conditional
Approver-NSSC Final to Add the NSSC employee requiring this

signature role.
a)

If a Service Provider is reassigned and no longer requires

the accesses in CGE described in 1, 2 and 3 above, the SP
Travel Supervisor must submit a Work Management System
(WMS) ticket to the CGE CBPL, who would then submit a
NISM requesting removal of the all CGE roles and request
the expiration/deletion of the employee from the “NSSC
Final” Approval Chain list originally requested.

4.6 Service Provider (SP) Request to reactivate a CGE traveler profile for NSSC

Voucher payment or Voucher audit

A. Receive email or WMS request to reactivate a CGE Profile.
1. Submit a NISM Change request via NASA bReady (Example

below):
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Details BarlUGUERNEETEN process View

Question Responses

Please select the Type of Request™:

Do you work within the Agency Applications Office (AAD)?*:
Submitter Center®:

Type of Change*:

Narrow Application Name to display Enterprise, MSFC, or All
Apps*:

Line of Business*:

Application Name™:

Service Area™:

Impact™:

Urgency*:

Requested Due Date:

Description of Request™:

Additional Information:

Change Request

No

NSSC

Master Data

Enterprise [ Multi-Center

Financial

eTravel/Concur {CGE)
Profile Changes
3-Moderate/Limited
3-Medium

2/6/2020

Reactivation of a CGE Profile

Pleas reactivate the CGE profile of Suresh Dhaniyala to enable the N55C to manually pay a voucher not

processed timely,

4.7 Service Provider (SP) Request to update CGE profile for NSSC Customer
Contact Center (CCC) new employees

A. Receive email request from CCC to update a CGE Profile for a new CCC

employee.
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1. Submit a NISM Change request via NASA bReady:

Question Responses

Please select the Type of Request™: Change Request
Do you work within the Agency Applications Office (AAD)?*:  No

Submitter Center™: NSSC

Type of Change*: Master Data

Narrow Application Name to display Enterprise, MSFC, or All  Enterprise [ Multi-Center
Apps™:

Line of Business*: Financial

Application Name™: eTravel/Concur {CGE)

Service Area*: Profile Changes

Impact™®: 3-Moderate/Limitad

Urgency™®: 3-Medium

Requested Due Date: 2/5/2020

Description of Request™: Profile Change Request

Additional Information: Please update the CGE Profile for Brittanie J. DePew. She has been provisioned for the FA-Federal

Auditer Role, but requires access to Org and Group Access (All). She works in the NS5C Customer
Contact Center and takes calls from all NASA Center employees regarding Travel.

Note: the CCC will already have had to request CGE access via a NAMS
request.

4.8 Service Provider (SP) Request when the CGE Completed Expense Reports
contain no data

A. Receive email from SP that the CGE Completed Expense Reports contain
no data.
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1. Submit a NISM request via bReady:

Request Details

Details Wil HLLERUSETEN process View

Question Responses

Please select the Type of Request™:

Submitter Center*:

Type of Change™:

Marrow Application Name to display Enterprise, MSFC, or All
Apps*:

Line of Business™:
Application Name™:
Service Area™:

Impact™®:

Urgency*:

Requested Due Date:
Description of Request™:
Additional Information:

Do you work within the Agency Applications Office (AAD)?*:

Change Request

No

NSSC

Master Data

Enterprise [ Multi-Center

Financial

eTravel/Concur {CGE)

Service Area Undefined

3-Moderate/Limited

3-Medium

1/9/2020

CGE Report Contains No Data: January 7, 2020

From: Jones, Alina R. (NS5C-NSSC)[Service Provider]

Sent: Thursday, January 9, 2020 6:39 AM

To: Landers, Barbara (MSFC-1583) <barbara.landers@nasa.gov>; Hunt, Kevin A. (MSFC-I590)[EASTZ]
<kevin.a.hunt@nasa.gov>

Cc: Borne, Karen M. (NS5C-XD01B) <karen.m.borne@nasa.gov=; Hydorn, Carole R (NSSC-NSSC)
[Service Provider] <carole.r.hydorm@nasa.gov=; Berthold, Lishia R. (N55C-NSSC)[Service Provider]
<lishia.r.berthold@nasa.gov>; Ricco, Lisa M. (NSS5C-MS5C)[Service Provider] <lisa.m.ricco@nasa.govs;
Gardache, Kimberly D. {NS5C-N55C)[Service Provider] <kimberly.d.gardache@nasa.gov>; Cook, Toni L
(NSSC-NSSC)[Service Provider] <tonil.cook@nasa.gov=; Benoit, Janel C. {(NS5C-NSSC)[Service Provider]
<janel.c.bencit@nasa.gov>

Subject: FW: CGE Report Contains Mo Data: January 7, 2020

Good moming Barbara and Kevin,

The Completed Expense Reports and the Awaiting Approval Queues once again contain no data this
moming. Please let us know when the archive has been uploaded so that we can rerun these reports
and get our payment proposals processed today. Thank you for your assistance.

Respectfully,

Alina Davis
NSSC Travel Office
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4.9 Other NISM Request Examples

A. Request CS LTTDY Final and Conditional Approval for Non City Pair

(NonCCP) and Actuals Approval Chain Maintenance Spreadsheet request
Reguest Details

Fenl A dditional Details [ Eaeuuiey S

Question Responses

Please select the Type of Request™®: Change Request
Do you work within the Agency Applications Office (AAD)?*: No

Submitter Center®: NSSC

Type of Change*: Master Data

Narrow Application Name to display Enterprise, MSFC, or All  Enterprise [ Multi-Center
Apps™:

Line of Business™: Financial

Application Name™®: eTravel/Concur {CGE)

Service Area*: Create/Maintain Approval Chain/Job Title

Impact®: 3-Moderate/Limited

Urgency™: 3-Medium

Requested Due Date: 1/31/2020

Description of Request®: Update LTTDY Final/LTTDY Conditional Approval Maintenance Chain

Additional Information: Please add Iris Bissell to the LTTDY Final Authorization Chain for all Centers and Conditional - Mon

Contract and Actuals Chain for LTTDY for all Centers on Authorizations and Vouchers. She is a new civil
servant LTTDY Approver at the NSSC.
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B. Request to add FTOA role and Reporting Tab for New NSSC CS

| Request Details

Detaits CLGTUERVCETIN Drocess View |

Question Responses

Please select the Type of Request™:

Do you work within the Agency Applications Office (AAD)?*:
Submitter Center®:

Type of Change™:

Narrow Application Name to display Enterprise, MSFC, or All
Apps*:

Line of Business™:

Application Name™:

Service Area®:

Impact™:

Urgency*:

Requested Due Date:

Description of Request™:

Additional Information:

Change Reguest

o

NSSC

Master Data

Enterprise [ Multi-Center

Financial

eTravel/Concur {CGE)

Profile Changes

3-Moderate/Limited

3-Medium

1/15/2020

Profile Update for New N55C Travel Civil Servant

Please update the profile of Iris Bissell, a mew NSSC Travel Civil Servant giving her the Federal Travel
Office Approver Role (FTOA) for all NASA Centers and give her the Reporting Tab access to include the
Intelligence Reports for all NASA Centers.
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C. Request to clarify SP Reporting Tab access for all NASA Centers
Additional Details

Question Responses

Please select the Type of Request™: Change Request
Do you work within the Agency Applications Office (AAD)?*: No

Submitter Center™: NSSC

Type of Change™: Master Data

Narrow Application Name to display Enterprise, MSFC, or All  Enterprise [ Multi-Center
Apps™:

Line of Business™: Financial

Application Name™®: eTravel{Concur {CGE)

Service Area*: Profile Changes

Impact™: 3-Moderate/Limited

Urgency™: 3-Medium

Requested Due Date: 1/13/2020

Description of Request™: Profile Updates for 2 NSSC employees

Additional Information: Please allow access for both Wendy Cuevas and Samantha Kollath to run Intelligence Reports for all

MASA Centers. They currently both should have access to the reporting tab and the Intelligence reports,
but can only select the NS5C to run reports for.
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D. Request update to existing NSSC SP employee roles and approval chains

I'.!—1 Additional Details |[FERSREETIg

Question Responses

Please select the Type of Request™: Change Request

Do you work within the Agency Applications Office (AAO)?*: HNo

Submitter Center™: NS5C

Type of Change*: Master Data

Narn:;w Application Name to display Enterprise, MSFC, or All Enterprise / Multi-Center

Apps™:

Line of Business™: Financial

Application Name™: eTravel{Concur {CGE)

Service Area™: Profile Changes

Impact*: 3-Moderate/Limited

Urgency™: 3-Medium

Reguested Due Date: i/9/2020

Description of Request™: Change to Profile and Approval Chain
Additional Information: Please delete Angele McKnight from the LTTDY (NSSC Final) Approver (Spreadsheet Attached). Also

please, give Angele McKnight the Federal Travel Approver Role (FTA).
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410 Process Steps to create a NISM

A. Log into bReady and Select Submit a Service Request

@ Home - bReady - ise .. % |8 onsole (Se...
W b R e a d y MY SYSTEMS IDENTITY v Q
Home Procurement Information Delivery ITPOC Center News v eTravel

Agency

H H Updates to Managing Documents
A?£ | | Catl O n S Feel like someone moved your cheese?

i C e Learn about changes to document and
folder management

SERVICE REQUESTS

LEARN MORE

B. The screen below will appear.

& Home - bReady - Por.. B SRS:Servi onsole (. ¥ |

Service Reauest Console
Welcome, KAREN M BORNE

Show | Open and draft requests L] Q¥

No requests to display

Agency Applications Services

Applications Program (AP) - Service Inquiry
MACS Server, Storage, and Data Center Services
MICHOUD Services

MSFC Audio Visual Information Services

MSFC Ad & Technical Content M:
MSFC Employee Services

MSFC 1 and O

MSFC Facilities

Available Requests

Agency Applications Office (AAO) Service
Request Agency Applications Office (AAO) Service Request >

—



Concur Government Edition (CGE) NSPWI-2800-0179 Revision 2.0

Center Business Process Lead (CBPL) ’\él;"rfneb;ive Date:  August 6. 2021

Process Work Instruction Expiration Date: August 6, 2022

Page 20 of 25

Responsible Office: Financial Management

SUBJECT: Concur Government Edition (CGE) Center Business Process Lead
(CBPL) Process

C. Scroll down and select Request Now button.

—
& Home - bReady - Enterprise Por.. B SRS:ServiceRequestConsole (... *

Agency Applications Office (AAO) Service Request

Description:
AAO Service Requests consist of Incidents and Change Requests for
AAO-managed applications for both Enterprise and MSFC.

Click HERE for a list of the applications and associated AAO Line of
Business (LOB), along with guidance for logging a Change Request
(CR) or Incident in NISM.

NERF form — complete and attach to any system Enhancement
request

[ Reques!NowI

Enterprise Service Desk (ESD)

Identity and Access Management (IdMax)
MSFC DRP - General Information

NASA Network Services - CSO Website
NASA Privacy Policy

NISM SRM Approver User Guide

NISM SRM User Guide

D. Click the Request Now button seen in screen print above.
E. The below 2 Screen prints are an example of doing a profile update NISM

request in the bReady portal.

*** To request this service on behalf of someone else, click Edit and enter the Requested For name.***

Requested For (ALL CAPS) F(AREN M BORNE Edit | Site L‘

Email Address P(AREN,M.BORNE@NASA.GOV Phone ?28-813-6027 Requested By: KAREN M BORNE
Attachments: O
> o Instructions A
Please select the Type of Request* (@) Change Request O Incident
Do you work within the Agency QO Yes (® No
Applications Office (AAO)?*
Submitter Center* NSSC -
Type of Change* Master Data v
Narrow Application Name to display |gpterprise / Multi-Center -
Enterprise, MSFC, or All Apps*
Line of Business* Financial -
Application Name* eTravel/Concur (CGE) v

Service Area* Profile Changes -
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NOTE: If the problem you are experiencing is immediate and a total loss of application

accessibility or the problem is causing a significant loss of critical business functions,

please contact the NISC Helpdesk at 1-866-419-6297.
Impact* 3-Moderate/Limited v
Urgency* 3-Medium v
Requested Due Date 12/9/2019 _Q
Description of Request* Request to Update Roles for NSSC Travel Employee
Additional Information Please add the Federal Travel Office Approver Role to the

CGE Profile for thefollowing NSSC Travel Employee:

John Doe

Summary

Save As Draft l

Submit |

F. Click Submit once completed, this creates a Change Request (CRQ) number and

shows in your My Requests area.

4.11 Quarterly Review of NSSC CGE Roles

A. Each quarter, request via NISM that, the “NSSC Employee Roles” report be run

and emailed to CGE CBPL.

B. Request the NSSC Travel Service Provider Supervisor provide a chart showing
the Travel tasks each Service Provider is performing in CGE.
C. Review the Travel Civil Servant and Service Provider roles in CGE are correct
and appropriate for the tasks assigned to each person.
D. CGE CBPL will make any updates via NISM requests per this review.

5.0 Objective

The obijective is to establish a step by step guide for the most common tasks of the

CGE CBPL.

6.0 Roles and Responsibilities

The CGE CBPL serves as liaison between the AAO, and Functional Areas and
performs the tasks identified in this document.

7.0 Records
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All applicable reports and records related to the CBPL function are saved on the shared

drive in the CGE CBPL folder and official records are uploaded to TechDoc to maintain

a

permanent record.

8.0 Cancellation/Supersession of Previous Documents

This document supersedes NSPWI-2800-0179 Basic Version 1.0.
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APPENDIX A - ACRONYM LIST

CBPL
CCC
CGE
CRQ
Cs
ETDY
FA
FSTA
FT
FTOA
[dMAX
NAMS
NASA
NISM
NonCCP
NPR
NSSC
WMS

Agency Applications Office

Center Business Process Lead

NSSC Customer Contact Center

Concur Government Edition

Change Request

Civil Servant

Extended TDY

Federal Auditor

Federal Supervisory Travel Approver
Federal Traveler

Federal Travel Office Approver

NASA'’s Identity and Access Management
NASA Access Management System
National Aeronautics and Space Administration
NASA Integrated Services Management
Non-Contract City Pair

NASA Procedural Requirement

NASA Shared Services Center

Work Management System
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APPENDIX B — CGE USER ROLE DESCRIPTIONS

A B c D E F G H |
A d Audito d A d A d A d FTOA - Federal [Fi\J: [ Report User
D A pe D Travel Office  [i%:E TAVS Level
Approve Appro Approver Ad ators [
1 (CTO/NSSC)
Pe Profile User TAVS Level 0 Self-assigning Profile User Profile User Self-assigning |Self-assigning |Report User
D Self-assigning TAVS Level 1 Assistant TAVS Level 0 TAVS Level 0 Assistant Assistant TAVS Level
Role Assistant TAVS Traveler TAVS Level 0 TAVS Level 1 TAVS Level 1 Profile User Company Link |4
TAVS Level 0 Travel Wizard User TAVS Level 1 TAVS Level 2 TAVS Level 2 TAVS Level 0 |Administrator |[TAVS User
TAVS Auditor TAVS Arranger TAVS Approver  |TAVS Approver |[TAVS Levell |Corporate Travel
TAVS Traveler TAVS Traveler TAVS Traveler TAVS Traveler  [TAVS Level 2  |Ghost Card Wizard User
TAVS User TAVS User TAVS User TAVS User TAVS Approver|Administrator
Travel Wizard TAVS Wizard User [TAVS Wizard TAVS Traveler |TAVS Level0
User User TAVS User TAVS Level 1
TAVS Wizard  |TAVS Level 2
User TAVS Level 3
TAVS Level 4
TAVS Level 5
TAVS Level 6
TAVS Level 7
TAVS Level 8
TAVS Admin
TAVS Approver
TAVS Arranger
TAVS Traveler
TAVS User
Travel Wizard
User
User
Administration
2
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APPENDIX C — NSSC EMPLOYEE ROLES REPORT

WS-

NSSC Employee Roles - Excel

[SWCM Insert  Pagelayout  Formulas  Data  Review  View  Help  ACROBAT Q) Tell me what you want to do

Bormne, Karen M. (NSSC-XD01B)

il X

o

|2 Share

L - =L 3 AutoSum - A
L %o Tohoma  -14 - AN Fl== ®- Bweplet General - /LY g > [ —F.TI "y /O
2 Copy - JE: - I Fill -

Paste B Iu- . B . <= 2= [=|Merge & Center - ~ 9% 9 &9 00 Conditional Formatas Cell Insert Delete Format . Sort & Find &

¥ Format Painter = — = | S Eh 920 Formatting + Table~ Stylesw v < . Cheat Filter + Select ~
Clipboard Font Alignment Number Styles Cells Editing ~
Al T fr  Employee Details -
A B [o] D E F G H 1 ] K -

Employee Details

1

2 | Organizatio -~ | User Grouj ~ | Group Access Organizatior = | Group Accei =

3 NASANSSC  NASANSSC  NASA NSSC NASA_NSSC %39202510 FT - Federal Travelers

4 [NASANSSC  WASAMQ  NASANSSC NASA_NSSC %39202510 FT - Federal Travelers

5 |NASA NSSC  NASANSSC  NASA_NSSC NASA_NSSC FSTA - Federal Supervisory Travel Approvers
© |NASA_NSSC  NASA_NSSC  (None) (ally FA - Federal Auditors

7 |NASANSSC  NASANSSC | NASA_NSSC NASA_NSSC FSTA - Federal Supervisory Travel Approvers
§ |NASANSSC  NASA NSSC  NASA NSSC NASA_NSSC FT - Federal Travelers

Q |NASA NSSC  NASA NSSC  NASA NSSC NASA_NSSC FT - Federal Travelers

10 |NASA_NSSC  HASA_NSSC  NASA_NSSC NASA_NSSC %ars22161 FT - Federal Travelers

11 [MASA_NSSC  NASA_NSSC  (None) (A1) S32267311 FTA - Federal Travel Arrangers

12 [NASANSSC  NASA_NSSC  NASA_NSSC NASA_NSSC FT - Federal Travelers

13 |NASA NSSC  NASA_NSSC  |(Nane) FA - Federal Auditors

14 [NASA_NSSC  NASA_NSSC  NASA_NSSC FT - Federal Travelers

15 |NASA_NSSC  NASAGSFC | NASA_NSSC FT - Federal Travelers

16 NASANSSC  NASANSSC |NASA_NSSC FT - Federal Travelers

17 |NAsA NSSC  WASANSSC  NASA_NSSC FSTA - Federal Supervisory Travel Approvers
18 [MASA NSSC  NASA_NSSC  NASA_NSSC FT - Federal Travelers

10 [NASA NSSC  HASA_NSSC  NASA_NSSC FT - Federal Travelers

20 |NASA_NSSC  NASA_NSSC  NASA_NSSC FT - Federal Travelers

21 |NASANSSC  NASANSSC  NASA_NSSC FT - Federal Travelers

22 NASANSSC  NASANSSC | (Nome) FA - Federal Auditors

23 NASA_NSSC  NASA_NSSC  (Name) (Al FT - Federal Travelers

24 [NASA_NSSC  HASA_NSSC  NASA_NSSC NASA_NSSC FT - Federal Travelers

25 [NASA_NSSC  NASA_NSSC  NASA_NSSC NASA_NSSC FT - Federal Travelers

26 [NASANSSC  NASANSSC | NASANSSC NASA_NSSC FT - Federal Travelers

27 |NASA_NSSC  NASA_NSSC  NASA_NSSC NASA_NSSC FSTA - Federal Supervisory Travel Approvers
28 NASANSSC  NASA_NSSC  NASA_NSSC FT - Federal Travelers

FTOA - Federal Travel Office Approver

FT - Federal Travelers

FTOA - Federal Travel Office Approver

FTA - Federal Travel Arrangers
FTOA - Federal Travel Office Approver



