Exercise #10a: Travel Authorization (Actual Lodging Expense)

Objectives: e Create a travel authorization that requests an actual lodging expense
e Understand the new conference requirements

Notes: This exercise covers how to create an authorization where the traveler can
exceed the standard lodging allowance. Travel Manager will allow up to
300% for actual expenses (lodging and M&IE). However an Authorizing
Official can authorize a lesser percentage. Any percentage less than the
automatic 300% must be entered in the Comments field.

Where possible, actual lodging and/or M&IE should be authorized on the
travel authorization. However, the post authorization of actual amounts is
allowed on the voucher when justified in the Comments field.

NOAA Travel Handbook, section 301-11.307 through 301-11.311 provides
guidance on how to manually calculate per diem when actual lodging and/or
M&IE are authorized.

Instructions: Execute the following steps:

You have been instructed to attend a conference in Boston, MA. The conference dates are the
March 25" and 26™. Your authorization will need to include the following costs:

Estimated Expenses
$425.00 = Round-trip air fare
$22.25 = Transaction Fee
$75 = Taxi Fare

$100 for Hotel Tax

Lodging Expenses
You have been authorized for actual lodging expense of $371 for each night of the trip not to
exceed 175%.

Step Action

1 | From the Home page:

» Click Create New Decument from the Document Toolbar
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Action

2 | The New Document Page appears. For a traveler, the information for the VVendor
Number and Traveler name will automatically fill in.
» Click on the Document Type drop-down listing and select TA
> Click the Create | (this Document) button

3 | The Document Information page appears with the Document Information tab

highlighted and fields displaying.

Document Information

Quick Tip For this Document you can:
Enler or 2di the general document information. If this is a trip based document, click the Trip Infermalion tab fo sdtiview Creale | Document
the trip information. Authorizatiens Veuchers Localpuciers

_Cancsi |

Traveler Hame:  Brenda Germantown

Document Type D T2
Document Hame O
Report Date @ [3/12f2008 | [
m:@_

Sponsored Travel
Currency | U5 Daler v:
Type Code @ w
Purpose Code D w
Documant Deacription @

Document Default Accounting Code |Genersl Travel FY0E #
Default Accounting Code Org (H-0&-09

Enter the following information:

Document Name = YFMLS0007

TA# = YFMLS0007

Type Code = 1-SINGLE-DOMESTIC

Purpose Code = 5-REPORTABLE CONFERENCE

Document Description = To attend a conference in Boston, actual lodging
approved not to exceed 175%

YVYVYYVYV
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Note: For training purposes the Document Name & TA# fields equals the following
information:

Y=Current Fiscal Year (i.e., 8)

F=Training First Name Initial

M=Training Middle Name Initial

L=Training Last Name Initial

S=Single Domestic/F=Single Foreign/L=Local/B=Blanket
##H#=A4-digit sequential number

NOAA Travel Regulations (NTR), sections 301-2.1(n)(p)(q) explains about the
Production travel authorization numbers.

3a

Click on the Trip Information tab

Document Information

Quick Tip For this Document you can:

Enter or 2dit the general document information. If this is a trip based document, click the Trip Information tab fo edibivisw Creale | Decument
the trp information. Aytherizations Youchers Localvpuchers

_Cancel |
Traveler Hame:  Brenda Germamtown
TripHo 1
Begin Travel @ = Depart | | Depart Selaction | -
End Travel O B Return | _ Return Selection | v
Trip Duration | [Mutiple dave b
. |
omments |
|_Preset |
ltinerary Locations
Replace ALL lodging and M&IE information Craate additional rows
" Avhaibeis | Deperiebaie | thewylocsion  [orictd]
[ iz iz | |searcnd 0
= = |searcndh O

Enter the following information in the top part of the screen:

Begin Travel = 03/24/08
Depart = RES

End Travel = 03/27/08
Return = RES

YV YV




Step

Action

3b

The values selected in the Begin & End Travel dates will automatically populate in the
Itinerary Location area. The Arrival and Departure dates must be filled in prior to
filling in the Itinerary Location. To enter the location:

» Type in the field the name or partial name and click Search

This will bring up a drop-down listing of possible matches below the field.

OR

> Click the Lookup # icon

This will open a new window that allows to search by country or state which will then
based off that selection, populate another drop-down list for the cities for that selection.

» Select the one you want (Boston, Massachusetts)
> Click the ¥s=| (Location) button

The field will then be populated with the selection.

ltinerary Locations

Replace ALL lodging and MEIE information Create addifional rows

" imvaioats | DeperursDais | tnerylocaion _______Unisied

lovene W [oa2ros [BE [BOSTOMMA

> Click the Crate | (Document) button

Click on DOC Conference iy the Document Toolbar to bring up the DOC Conference page

DOC Conference

Quick Tip For this Page you can:

HO TP AVAILABLE FOR PROGRAM: noaainto.w Save | O Additional information Updates

Clear |u;u1abaa

Criteria for Determining Purpose Code for Conferences and Training

1, Does the Conference have a featured or keynele speaker from the Department of Commgrce er any of ds bureaus?

2. Do#s the conference have staff from the Department of Commercs or any of its bureaus that are providing technical experlise (2.9., l2ading ar
participating in panel dizcuesions, providing fraining, andfor preganting findings)*

3. & the Department of Commercs of any of its bureaus ras:hg.'a: D NSO the conference I,E'g » PrOYading I‘.‘EEtl"g ;'llﬂﬂﬁ'l'lg Services, b giihl:ﬁ.
andior providing suppert by staffing the conference)?®

4, s the Department of Commerce or any of its bureaus proviging direct funding towards the conference?

S Do=s the conferencs include inb=rnal DOC relsled Workshops?

8, s the conference a training session where staff from the Department of Commercs or any of 5 burgaus only altznd (1.2, no ather staff frem
other agencies) and will not partcipate in an officlal capacty?

7. Wthe conference does MOT inchide lf’Q'I'!'ﬂg and doeg ned Tl undar any of the erieria above, enter YES here 1o indicals E-Hen-Repodable
Conference as the trp purpese,
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Notes:

v" A new requirement for conferences has been added in ITM 9.0 - Reportable or Non-
Reportable Conferences.

v By answering the questions on the screen with a YES or NO, the system during the
edit process will make the determination on whether the purpose type that was
chosen was correct.

v'If the incorrect purpose was chosen, the system will change it to the correct purpose
type.

4a

Enter the following on the DOC Conference page:

NO
NO
NO
NO
NO
NO
YES

NoogkrwbdpE

» Click save|(Additional Information Updates)

Click Ferferm Pre-fudits on the Document Toolbar to bring up Pre-Audit Results page

Pre-Audit Results for 8BAACS0007

Cuick Tip For this Document you can:
Click the Magnifying Gla=a icon to view detal comments for each audt process. mone Closa I'Jr Audit Resulls

Document Hame: 222050007

Type: T2
Traveler: Germaniown, Brenda

Status: WARN

Pre-Audit Results

By account vaLnamon PASS
[EL amenomenTs PASS
By amount pap T TRAVELER PASS
[£x appROVAL BY TRAVELER PASS
@. DOC CONFERENCE WALDATION WARN HOTICE: Purpose has b2en changed frem S-REPORTAELE CONFERENCE ko B-NON-REPORTABLE CONF,
[Ex ureae Ta nuMBER PASS

@- WALIDATE WHUM PASE
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Notes:

v Audit Failures, or Errors, will require corrections prior to the document moving
forward in the process.

v Audit Flags, or Warnings, will require acknowledgement prior to the document
moving forward.

v These errors and warnings are similar to those found in Web Time and Attendance.

5a

Click Document Information. jn the Document Toolbar to view the changes in the Purpose
Code field

Document Information for BAACS0007

Quick Tip Faor this Document you can:
Ender or 2dit the general document nfarmation. If this & a frip based document, chick the Trip lformation {ab to Save | Changes to Document mformation

ediiview the trip nformation. Aythorizations Youchers LocalVouchers
Back |  Continue |

Traveler Hame: Bronda Germantown

Document Type @ T4
Document Hame @ 324050007

report Date @ 03102008 | [
Tas@aacs0orr |
Sponsored Travel
Type Code @ mmv
Purpose Code i §-NON-REPORTABLE COMF. b

Document Description @ To attend & conference in Boston, actusl lodging approvad |
not to axcesd 175% |

Document Default Accounting Code [Geneml Travel Fr08 04
Default Accounting Code Org (H-DE-05
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6 | Click on ExPenzes jn the Document Toolbar to bring up the Edit/Enter Expenses page

Edit/Enter Expenses for Travel Authorization: B8AACS0007 .
Quick Tip For this Page you can:

% Enber or &dit expenses, Each ing below displays a different axpense, To edit expense details not displayed below, [
chck the Detalis icon nad to the expense descripton. To delste an expenae, use the cheack box. Enter al and
changes and click Save mors Expense Changes

Search Criteria Reset | A1 Lodging

Expense Category | (Al Expenses) v M Changes

Start Date E‘ ﬂ Continue
End Date B

Current Allocation Method: By Individual Expensas Currency: . 5. Dodlar

Expense Entry  Custo 25 Hoxt 25

I-m—_l-ﬁ!—lﬂm
B B ] = Bz [ [covee v
g B | [= = B [E [oTHER v
B B | i = Bvzro0 [E [coves v
B2 B | = = E] [ [oTHER v
B B = = B[z 8 [Govee ¥
B B | [ = Eif @ oTHER -
By B | = = El [E [Govee v
BB B | [ = Eif @ oTHER -

O By B [ozez0s = =~ B 5 v
O By B [wzez0 = = > il = .
o — — - o >
6a | Enter the following information:

Date Expense Description Expense Category Cost

3/24/08 | Airline Flight Com. Carrier (fills in) See 6b

3/24/08 | TMC Transaction Fees Transaction Fees (fillsin) | $22.25

3/24/08 | Taxi Transport (fills in) $75.00
3/24/08 | Hotel Tax Lodging Tax (fills in) $100.00
3/24/08 | Lodging Lodging-PerDiem See 6¢

» Click the [save| (Expense Changes) button when completed
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6b

To enter the cost and ticket information for the Airline Flight, click on the Show
Expense Details B icon. This will bring up a new window.

Expense Details for COM. CARRIER 03/24/2008

Quick Tip For this page you can:

iew o edit all details for this expense. Click the tab fo see the respective expenss detais. To save Usc | Expense Detail Updates

changes to expense detais, click the Use Expense Detai Updates bution and on the main expense

SCEEN, TAVE SXDENEEs. Close | without Saving Expense Details

Ticketed Transportation Details

General Detalls

Expense Date@| 0122008 |3 Payment Method @ AGENCY CARD |
BxpenseCost@® [ uan [ Reimbursable | Taxable
Buantity | | Rate | ] vendor | i
Expense Category @) | Accounting Code | H-06-0%Ganer Travel FY08 w
Expense Bcsl:.ria;ﬂ.ionﬂl El
Comments

» Click on the Ticketed Transportation Details tab

Ticketed Tranaportation Daetalls

Ticket NoiD)| Ses Atached Ticket 1 | DepartFrom | 44
bepoate [ |[F Arrive At | 44
lssueDate | |
Ticket Date  |07/259/2008 | 25 Confirmation Ho
Class |_|
TieketvValue [000 carrler ||
Contractfare (000 | Contract Carrier | |

» Enter Class (YCA)
» Enter Ticket Value ($425.00)
» Clickonthe ue= (Expense Details Update) button
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6C

To enter the actual lodging cost information, click on the Show Expense Details El
icon. This will bring up a new window.

Expense Details for Lodging-PerDiem 03 /2472008

Quick Tip For this page you can:

Wiew o edE all details Tor this expenge. Chick he Lab lo 262 the respectve expenss delals. To save Ust | Expense Detail Updates

changes to expense detals, chick the Use Expense Detail Updates bution and on the main expense

SCrEE, SAVE EXDENSEE. Clesa | without Saving Expense Dedails

General Detals

Expense Dated = Payment Method i GOVCE v
Expense Costd| 127 00 B usp stowed 127.00 Reimbursable Taxable
Quantity | Rate | i Vendor %
Expense Categoryi Accounting Code | H-06-0%Ganar Trevel P08 »
Expenze Descrptiondd 3
i
Comments

» Enter 371 in the Expense Cost field
» Select Lodging-Actuals in the Expense Description field drop-down listing
» Click 'use (Expense Detail Updates)

On the Enter/Edit Expenses page scroll to the right and in the same line you just added
the actual expense

» Enter 3/26/08 in the Copy Through field
» Click the |save| (Expense Changes) button when completed

Note: The Copy Through field will not only copy the cost but it will also copy any of the
details you added on the Detail window.

Click on #ccounting in the Document Toolbar to open up the Available Accounting Code
page.

» Verify the correct ACCS is assigned
» Make changes where necessary

Click on Tetal= in the Document Toolbar to open up the Total Details page

» Verify the totals

Click on Freview Document jn the Document Toolbar to have a new window open with the
print preview of your travel document.
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10

Click on Becument Statuz in the Document Toolbar to open up the Status page. The page
will default with Signed in the Status to Apply field.

» Enter your Signature PIN
» Enter your Remarks

» Click the _#ame_ (and Submit Document) button

The document will then be routed to the first level of the electronic approval process and
you will be taken back to the Home page.




