
Obtain Travel   
Pre-Authorization                                                  

EOTA SharePoint Quick Guide 

Step #1: Enter 
https://sp.eota.energy.
gov into your browser 
URL bar, then press         
       Enter key on your 
keyboard 
 
 
 
 
 
 

Step #2: Enter current 
Username and 
Password  
 

Step #3: Click Sign In  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Step #4: Click Travel 
Authorization & 
Expense Report, under 
Travel Forms 
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Obtaining a travel pre-authorization is the first step in the EOTA two-step travel process 
and requires 10 business days for processing. You will be liable for all travel costs incurred 
without pre-approval in accordance with the EOTA & Federal Travel Regulations.  
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https://sp.eota.energy.gov/
https://sp.eota.energy.gov/


 
 
 

 
 
 

Step #5: Click the 
document icon 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
Step #6: Enter 
Requestor’s Full Name 
 
 
 
 
 

Step #7: Enter Name  
and Location of Event 
 

Step #8: Enter Event 
Start and End Dates 
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    Quick Tip:  Click the 

calendar icons to select 
Event Start & End Dates. 

5 

6 

7 

8 

Obtain Travel   
Pre-Authorization                                                  

EOTA SharePoint Quick Guide 



 
 
 
 

Step #9: Enter brief 
statement to identify 
Purpose/Justification 
for your need to travel 
 
 
 
 
 
 
 
 

Step #10: Select Depart 
Date and Departing 
Location 
Step #11: Select Arrival 
Date and Arrival 
Location 
 
 
 
 
 
 
 
 
 

Step #12: Enter 
Transportation Dates 
 

Step #13: Click on the 
Category drop-down 
menu, select type of 
transportation  
 

Step #14: Enter 
estimated dollar 
amount 
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    Quick Tip: After you’ve entered the date/time you 

depart from home and arrive at your destination, 
click Insert Item to enter the date/time you depart 
from your destination and when you arrive home. 
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       Questions? Click the 
question mark icons 
throughout for  help. 
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Step #15: Enter Lodging 
Date for each night 
Step #16: Enter the 
maximum allowable  
dollar amount for each 
night 
 
Step #17: Enter M&IE 
Date for each day 
Step #18: Enter 
maximum allowable 
dollar amount for each 
day 
Step #19: Enter 
Personal Vehicle 
Mileage Dates 
Step #20: Enter short 
From/To description 
Step #21: Enter number 
of miles 
 

Step #22:Enter Other 
Expense Dates 
Step #23: Click on the 
Description drop-down 
menu, select type of 
other expense  
Step #24: Enter 
estimated dollar 
amount 
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    Quick Tip: Visit http://www.gsa.gov/ 

portal/ category/104711 to identify 
allowable Lodging and M&IE amounts. 

15 
16 

18 

17 

19 

20 

21 

22 

23 

24 

    Quick Tip: From/To examples include travel 

to and from residence/office to airport, driving 
to offsite meeting/conference, etc. 
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    Quick Tip: Click Insert 

Item to account for each 
day and night of travel. 

http://www.gsa.gov/portal/category/104711
http://www.gsa.gov/portal/category/104711
http://www.gsa.gov/portal/category/104711
http://www.gsa.gov/portal/category/104711


Step #25: Enter 
anticipated 
Uncategorized Expense 
Dates 
Step #26: Enter short 
description  
Step #27: Enter 
estimated dollar 
amount 
 
 
 
 
 
 
 
 

Step #28: If needed, 
enter additional 
comments/ 
justifications 
 
 
 
 
 
 
Step #29: If needed, 
enter appropriate 
document file name 
Step #30: If needed, 
click the Click here to 
attach a file button  
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    Quick Tip: Examples of Uncategorized Expenses 

may include hotel resort fee or any other expense 
that has not been previously categorized. 

    Quick Tip: Examples of Additional C/J may include  

conference hotel higher than allowed, van needed for 
team's gear, driving POV was $450 less than airfare, etc. 
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    Quick Tip: If needed, attach approval 

letters supporting exceptions to the FTRs 
or travel requests from clients. 
. 



Step #32: Click Submit, 
to initiate the approval 
process 
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      Please Note: 

You’ll receive email 
notifications from the 
system when: 
 

1. Your pre- 
authorization has 
been approved 

2. You need to 
resolve any 
issues that are 
preventing your 
pre-travel 
authorization 
approval. 

 Questions?    

For questions or assistance please email Jennifer 
Nachor at jennifer.nachor@nnsa.doe.gov  or call 
(505)-845-6630 
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    Quick Tip: You can click 

Save any time to save any 
incomplete expense reports.  
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