Demonstration #3a: Amending an Authorization

Objectives: e Amending a travel authorization

Notes:

This exercise covers how to amend an authorization. Amendments can only be
created for authorizations with a status code of DATA LINK. Amendment
documents are complete replacement documents. Remember, you cannot
process amendments to authorizations that vouchers associated with them.

Instructions: Execute the following steps:

Your seminar that you attended was extended and extra day to include some new technology
your management wanted you to see. The cost for this extra day was $200 registration fee that
included lunch and lodging for the extra day.

Step Action
1 | From the Home page:
» Click!#mend Document. from the Document Toolbar
2 | The Traveler Listing/Document Search (Amendment) will appear.

Traveler Listing {Amendment) Document Search (Amendment)
Cuick Tip Document List Click on an enkry bo Select i
Type ane or more lefers of the raveler's last name and click Trasslar: Erin Cobbs
Search. Then, click the travelsr's nams to lat all documents.
DIV Deleteling Amenglon
E R 0GMEIE  COMPLETED
Enter Search Criteria Blta  EEKRS0003 072108 COMPLETED
Name (Last First) |
Document Type ALL L¥] |
Traveler List Chek on an enlry to sslec i
Search Resullz Prev 40 Hext 40
L fame | Whum |
Cobbs, Erin 000055065
Germanbawn, Brenda So00-00010
Germantown, Erin 380000005
Germanipwn, Jean F200-00000
nbgarn, L SR00-00025
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.




Step Action
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
Quick Tip : _ : _ For this Document you can:
I::fmﬂg;ﬂalﬁ i& ayaiem generated. Emler the information Below and click the Create butlen b amend the aslacied mﬁmmm
Document to Amend | Cancel |
Comments
signature PIN | a
RBESDHI_V
» Enter Extra day added with fee included lunch/lodging in the Comments field
» Enter Signature PIN
» Click cmate (New Amendment) button
4 | The Document Information page appears.

Document Information
Quick Tip For this Document you can:

Enler or &dit the general document information. IF this i a trip based document, click the Trip Information tab fo sditvisw Dociment
the trip information. Authorizatiens Youchers Lpcalpuchers
_Cancal |

Traveler Hlame:  Enn Cobbs

i Trip Information

Document Typ-eo TA
Document Hame O E2KAS000%-1

Report Date @ 071772008 | [
Tar D zEkRS0009
D Sponsored Travel
Currenty | 5. Dolar
Type Code @ | 1-5INGLE-DOMESTIC  |»
Purpose Code @ | SREPORTAELE CONFEREMCE » |

Document Description L+ To atcend o Sonferonss in Bogcon F/IF-TFE3

Document Default Accounting Code [Demonstration ADCS 04
Detault Accounting Code Org [H-06-02

» Change 7/23 to 7/24
» Click on the Trip Information tab

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

4a Document Information
Quick Tip . : o 0y . : : . For this Document you can:
E?;rhj:mﬁﬂlducumnl information. I this is a frip based document, click the Trip Information tab fo edibiviswr Docismant
_Cancal |
Traveler Name:  Enn Cobbs
Trip o 1
Begin Travel @ 07212008 | 5 Depart |RES Wayneshom, PA | Depart selection | RES: Waynesboro, PA w
End Travel @ (17728200 | B Return | RES: Waynesboro, PA | meturn selection | RES: Waynesbor, PA
TripDuration | Mitpeday:
Comments
Preset |
Itinerary Locations
Replace ALL lodging and M&IE information Craate additional rows
| Amvoidats | Deparureate | bneraryLocaon _____]Unisied]
[o7ee B [onaoe B [BOSTONMA |searcnd O
= = |searcnd O
» Enter 7/25/08 in the End Travel field
» Enter 7/25/08 in the Departure Date field
» Click ceate (Document) button
5 | » Click on Bx®enzes jn the Document Toolbar to bring up the Edit/Enter Expenses
page
> Click on the Expense Detail & icon for the new lodging line (7/24)
5a | The Expense Details window appears

Expense Details for Lodging-PerDiem 07 /24/2008

% Quick Tip For this page you can:

Wiew or edit al detads for this expense. Click the tab to 52e the respective sxpense details. To save =g IE*#""H Dedad Updates
changes to expenss cetaks, click the Use Expense Detall Updates butten and on the main expense

screen, Save sxpenses. Close | withput Saving Expense Detals
LT

Expense Datedd| ||E Payment Method i GOVCC w

Expense Costid|161.00 B uso akowes: 18100 Reimbursable [ Taxable

Quantity Rate | | 64 Vendor | 64
Expense Category | Accounting Code | H-DE-02Demonsiration ATCS w |
Expensea Description 3
Comments

» Enter 0 (zero) in the Expense Cost field
» Click the Lodging Details tab
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Action

5b

Expense Details for Lodging-PerDiem 07 /24/2008

Quick Tip
Vigw or edit all detais for this expense. Click the tab 1o s2& the réspeclive xpénse detailks, To save

For this page you can:

Use |Eup¢nse Dzt Updates
changes to expenss datals, click the Uae Expanse Detall Updates button and on the main expense
soreen, Save EXpENSES, Closa without Sl'l'l'llﬂ E}@H‘Iﬂl Detais
" General Detsils
|:| Conference Allowance Leave Data
Conference % @ Hone Hmnl_l
Conference Rate 0.00
LT 2 Annual
Conference Description
) other

Sponsoring Agency

Meals Provided

' R&IE Override
eaklasl 1
D Ouarners
h
Lune MEIE Amount
[l pinner

> Click the Lunch checkbox under the Meals Provided

» Click %= (Expense Detail Updates) button
» Enter Registration Fee & Cost in an available line

O Ba | B 07212008 [EERegamtion Fees-HonADF Non-Fed Sourca [=]| =5 FEES NON ©THER) |+ 3 200.00 GOMEE

> Click 54‘=-"1-'f=|(Expense Changes) button
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6 | Click on Decument Status jn the Document Toolbar the Status page appears.
Status for SEKRS0009-1
Quick Tip For this Document you can:
The Signature P |2 case senstived mons &E.p D —
Adjustments |GuTuﬂ ]
Back | Cortinve |
Status to Apply | SIGNED w
Signature PIN |
Reason v;
Remarks
Decument Routing
Erin Cobbs SIGNED |
& Thg is he stalus hislory Tor this documenl]

OTIZEM08 331 PM CREATED Erin Cobbs

» 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.

7 If everything passes the funds check, the system will return to the Home page where the

following message will appear.

Home

Quick Tip
Welkcome to Travel Manager. Chck the “mons” link in Lasi Documents 1o go bo Open Decument Pags, Clck the "more”™ ink n Review Documend to open Bevisw

Document Page. Chock the Document icon to open the document. mere

Last Documents more Documents to review more
e | e | Dowmertare | Depome | nues | Toee | Teves | Doowmenians | oeose | wies ]
Bra 000085085  BEKRS000S-1 o718
ET,G. 10008S0ES SEKRS000D a7
B 990000008  BTRVS0O0O 082308




