TREX

Division Review (Optional)

Background: The Division Review functionality is an LBNL customization. It was developed in response to a request from a number of business managers and resource analysts who indicated their divisions would like to have the ability to review Travel Authorizations (TAs) entered in the system.  Each division will determine if it wants to use this functionality and if so, the purpose of the review; (e.g., to determine if the correct project id is used, there is budget for the trip, who is traveling, when, where).

--------------------------------------------------------------------------------------------

The Division Review functionality works as follows:

1. A traveler or arranger submits a TA in TREX.

2. The system sends an email (“Subject: An authorization is ready for Division Review”) to the individual who has been set up as a Division Reviewer. (This is a part of the set-up process that takes place when a division transitions to TREX. It is handled by the Travel Office with input from the Division Business Manager.) [image: image1.png]Fle Edt Vew Go Message Toos Help
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--------------------------------------------------------------------------------------------

3.  The Division Reviewer clicks on the link in the email which will take them to the “Review by Division Designee” screen.

4.  After reviewing the authorization the Division Reviewer should enter text in the “Division Review (optional)” box.  Each division is expected to provide guidance on what should be entered here; (e.g., the reviewer’s initials, “OK”) or what to do if there are questions about the trip or potential issues.

5. After entering text in this box, scroll to the bottom of the document and click on “Division Review Completed”.
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6.  At this point, the Division Reviewer can send an email to anyone with whatever message is desired.  This is done by clicking the “Notify” button at the bottom of the screen.  A box will appear in which to type a message.  Complete email addresses (e.g., must include “@lbl.gov”) are required.
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A  Division Reviewer also has the option of looking at TAs by logging into TREX where they can find a list of TAs that have not yet been reviewed.  

7.  To log into TREX type fms/fmsprd into the browser window.
8.  From the left-hand menu choose Division Budget Review.
9.  Enter the two digit division code.  
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---------------------------------------------------------------------------------------------------------

10.  A list of TAs will appear for trips where the primary project id is “owned” by the division. 
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11.  The instructions for reviewing the authorization can be found above starting at #4.
