Demonstration #2a:

Cancelling an Authorization

Objectives: e Cancelling a travel authorization

Notes: This demonstration covers how to cancel an authorization. An amendment is
used to cancel an authorization only when it has a status code of DATA LINK
and when no expenses have been occurred. Once an authorization has been
cancelled, it is “locked”” and cannot be changed. The authorization number
cannot be reused. Before cancelling an authorization, refer to the table below
to determine if the authorization meets the specified criteria.

Status of Transaction Action

DATA LINK? Fee?

NO YES ADJUST the travel authorization (TA) to reduce the document
down to the Transaction Fee. Then electronically sign and
approve the TA.

YES YES Create an AMENDMENT to reduce the TA down to the
Transaction Fee. Then electronically sign and approve the
amendment.

NO NO Delete the original authorization from ITM, or if your office
wants to keep a record of all TAs regardless of whether the trip
was taken or not, then electronically sign and approve the TA.
Once the TA has been stamped “DATA LINK?”, create an
amendment to cancel the TA.

YES NO Create an AMENDMENT to cancel the authorization

Instructions:

Execute the following steps:

The training class you were supposed to give in Norfolk, VA on Sept 23" has been cancelled.
You must go in and cancel the authorization that you created for this trip.

Step

Action

1 | From the Home page:

» Click!Amend Document from the Document Toolbar




Step

Action

2 | The Traveler Listing/Document Search (Amendment) will appear.
Traveler Listing (Amendment) Document Search (Amendment)
& Quick Tip Document List Click on an entry bo seiect i
Tyoe one of more lecters of the travelers jast name and click Travelan Erin Cobbs
Search Thlzn. ehck the fravelers name 1o kst all documents _ _mm
B TA GEXCSHD0E D208 COMPLETED
Enter Search Criteria
Namie (LaslFirst)
Document Type | ALL w|
Traveler List
Search Resulis Prevd) Hext 40
[ Name | VNum |
Cobbs, Erin DOD0-ES0ES
Germaniown, Brends Ga00-0000
Germantown, Erin S200-00008
Germantawn, Joan 920000006
Germankawn, Louis 9500-00025
Notes:
v For individual users (travelers), only their name will show on the Traveler’s List and
only if they have DATALINKED documents.
v For Training purposes, documents with the status of COMPLETED will show.
2a | » Click on the Name to bring up their documents
> Click the Amend B icon of the document you wish to amend
3 | The Amendment page appears.

Amendment
g Quick Tip Far this Document you can:
The amendment name is sysiem generated. Enter the: information below and click the Create button to amend the selecied
document. more mwAmﬂmnt
_Cancel |

Document to Amend |
Comments

Signature PIN [

Reason|

» Enter Class was cancelled — Need to cancel TA [TA#] in the Comments field
» Enter Signature PIN
» Click ce=ate (New Amendment) button




Step

Action

The Document Information page appears.

Document Information

Cuick Tip For this Document you can:

Enter pr edt the general documeant information. If this ks a trip based document, chick the Trig Infermatien tak: io ediiview scument
the trip information. Authorizafions Vouchers LocalVouchers C

Traveler Narme:  Erin Cobbs

Document Type @ T4
Decument Hame D BEKCS0008-1

Report Date O (17222002 | (=
Tak T SEKCS0008
[[] sponsored Travel
Curmrency | U5, Doller \_-"
Type Code @ [ 1.SINGLEDOMESTC v
Purpose Code @ 3ITRAINMNG ATTENDANCE b

Document Description L Giwve Training co Morfolk

Document Default Accounting Code |Test ATCS &
Default Accounting Code Org (H-06-02

» Click ceate (Document) button

Note: The system automatically appends the original document number with a dash
number (i.e. -1, -2, -3, etc.)




Step

Action

5 | Click on Document Status jn the Document Toolbar the Status page appears.
Status for BEKCS0008-1
g Quick Tip _ _ For this Document you can:
The Signature PIH is case sensdive! more am ——
Adjustments | Go To Adustments
| Back | Continue
Stz to Apply| SIGNED | o
Signature FIN
Feason I W
Y
Document Fimninq This &5 the rovbng path the cwrent document wil take once routed
oo ... fsabs . Jlew |
Erin Cobbs SIGNED ]
Document History This is the stahss history for this documen
DTF2E05 1:04PM CREATED Erin Cobbs
» Select CANCELLED from the Status to Apply drop-down list
> Enter Signature PIN
» Enter Remarks
> Click [stame | (and Submit Document) button
Note: The Production system will then do a funds availability check. This is the process
where ITM 9.0 goes to CFS to de-obligate the funds.
6 | If everything passes the funds check, the system will return to the Home page where the

following message will appear.

Home

Quick Tip
Welcoms to Travel Manager. Click the "more” link in Last Documents o go to Open Document Pags, Click the "more” link in Review Documend to open Review
Document Page. Clck the Document icon to apen the document. mers

Last Documents more Documents to review o

B S9000000E  BTRVS000D 0B/2308 .

Messages:
« Email has been sent to:erin.cobbs@noaa.gov




Step

Action

7 | The person associated to the document will receive an email message:
= Subject: Travel Manager Correspondence
From: Erin. Cobbs@noaa. goy
Date: 1:10PM
To: Erin. Cobbs@noas. gov
erin.cobbhsinoaa. gov
Tou have a Travel MNanager document that haz been cancelled.
8 | If you click on @eeniCapy Decument and click on your name, you should see a listing where

the status shows CANCELLED.

Traveler Listing (Open/Copy Document) Document Search (Open/Copy Document)

Quick Tip Document List Click on an enkry bo select i
Type ane or more lefers of the traveler's last name and click

Traveler: Erin Cobbs
Search. Then, click the travelers name to kat all docuemants.
S | Type | Documentbame | DepDate | Siaius | inUse |
ELEEN ZEXCS0008-1 092208  CAKCELLED
Enter Search Criteria B @
- TA 20080725 DED108 ADJUSTED
Name (Lost First)
Document Type  ALL |
Chck on an entry to s
Search Resulls Prev 40 Hext40
rih, Bren Q000-12422
Cobbe, Erin 000085065
Curliz, Cynihia DoDG-0oD0s
Germantpwn, Bl 300-00021
Germantgwn, Brenda F500-00010
Germankown, Efin So00-0000E8
Germantbean, Joan 250000008
Germantpwn, Lovis F300-00025

Help Desk GBS S000-00053




