Exercise #12b: Travel Voucher (International Date Line)

Objectives: e Create a foreign travel voucher with crossing the IDL from an existing
travel authorization

Notes: This exercise covers how to create a travel voucher using trip and expense
information from an existing authorization.

To create the voucher, fill in any trip details that were unavailable in the
authorization such as ticket information, miscellaneous expenses, and lodging
costs (if different than the per diem rate).

Use the Travel Authorization number from Exercise 12a

Instructions: Execute the following steps:

You have just returned from attending a conference in Tokyo, Japan leaving March 17" and
returning on March 22",

Ticket/Fee Information
Ticket #356985 issued 6/14/08 for $1435.00
TMC Transaction Fee - $26.00

Actual Expenses

3/17 — 66 miles POV from residence to airport and back
3/18 — $35 taxi from airport to hotel

3/18 — $33 hotel tax

3/19 - $33 hotel tax

3/20 — $25 taxi

3/20 — $33 hotel tax

3/22 — $35 taxi

3/22 — 66 miles POV from residence to airport and back

Step Action

1 | From the Home page:

» Click Create New Decument from the Document Toolbar




Step Action

2a | The New Document Page appears. For a traveler, the information for the Vendor
Number and Traveler name will automatically fill in.

» Click on the Document Type drop-down listing and select TV from TA
> Click the Create | (this Document) button

2b | The New Document Page appears again with a security message that reads:
A

«J# Security is set up such that you have access to your own documents only.

The Vnum and Traveler Name fields are blank.

» Enter either the Vendor Number or Traveler Name
> Click the Lookup # icon

The search results screen appears

Search Results Chizk on an enlry o caleet £
Search Results Prev 20 Hewt 20
Garmantown Srenda SE00-0001 0

> Click the VNum

2¢ | The New Document Page appears. The information for the Vendor Number and
Traveler name are now filled in.

» Click on the Document Type drop-down listing and select TV from TA
> Click the Create | (this Document) button




Step

Action

2d

The New Document page splits and shows toward the bottom of the screen Document
Search (TA from TV)

New Document
Quick Tip For this Document you can:

% To sekect o troveler, click on the EID or Traveler Name leokup button. mere
SR |u|'=s Dacument

VHurn @ 3500-00010 &

Traveler Name . 1
Extar bk same and click laokap] ﬁ_Germaﬂlﬁwn. Brenda M

Add Traveler |1n Travel Manager

Document Type @ TV Frem TA w
Document Search (TV From TA) A
Document List Chick on an eniry lo s=kect £
Travelar: Brenda Germantown
e 1 occumemthame | Ompwle | Shus | hUs |
Bra BAACSDONZ DBZA0E COMPLETED .
B BAACSD001 o7zANE COMPLETED
B s BAABSDO0 DEIZI0E COMPLETED
B e BAACSH007 tar2eme COMPLETED
B s BAACFOUO2 0708 COMPLETED
E7a BAACHDOS0 0178 COMPLETED
B s BAACEDOST 010T0E COMPLETED
Bz 2AADSH004 ta0Tne COMPLETED

> Click the Document [ icon of the TA you are creating a voucher from




Step

Action

3a

The Document Information page appears with the Document Information tab
highlighted and fields displaying the information contained in the TA.

Document Information

Quick Tip Faor this Document you can:

Enler or 2dit the general document information, If this i a frip based document, click the Trip Infermation tab fo adibtview -CI'E\H.E Decument
the trip information. Authorizatons Youchens Localouchers [Create |
_Ganesl |

Troveler Home:  Brenda Germantown

i Trip Infarmation

Document Type O TV
Decument Hame @ 248070002
Report Date G W ]
Tax D aaacFo00?

Sponsored Travel

Currency | LS. Dollar »
Type Code @ | 2SINGLE-FOREIGN |~

Purpose Code @ E-REPORTAELE COMNFERENCE e}

Document Description o To attend DOT conference in Tokys, Japan |

Document Default Accounting Code |Generzl Travel FYDE 4
Defaull Accounting Code Org |H-De-03

» Verify all information is correct and make changes where necessary
» Click the Trip Information tab

3b

Document Information

Quick Tip Far this Document you can:
Enter or adit the general document information. If this i a trip based document, click the Trip information tab fo editiview Creale | Document
ther trip information. Ahorzations Veychers Localinechers

Traveler Nome:  Brenda Germantown

" Documentinformation !  Trip Information

Trip o
Begin Travel B 03172008 | [ Depart |RES: | Depart setection RES:, w
Ena Travel O (137222002 | [ Return |RES: | meturn Setection |RES: -
Trip Duration | Mukiple days hd
Comments
Preset |
Replace ALL ladging and MEIE infarmation Create additional rows
[~ ArveiDste | beparirebais ] tnerwylocalon - [onkied
[zA7oe B vz [E TOKOCITY. PN |searcndh
= = |szarcnd |:|

» Verify all information is correct and make changes where necessary
» Click the | create button




Step

Action

4 | Click on ExPEnses jn the Document Toolbar to bring up the Edit/Enter Expenses page
Edit/Enter Expenses for Travel Voucher: 8AACF0O002
(@ Quick Tip . . . . For this Page you can:
Enter or 2di expenses, Each ing below displays a different 2xpense, To adit expense dedails nat displayed below, [
click the Detals icon nesd to the expense descnpton. To delete an expense, kae the chack bex. Enter al and
changes and click Save. mors Lﬁl Expense Changes
Search Criteria Reset | Al Lodging
Expense Category | (Al Expenses) v M Changes
Start Date EI ﬂ Continue
End Date | =]
Current Allocation Method: By Individual Expenses Currency: U5, Dollar
Expense Entry  Customize Display Pre
I-m___ﬂ:ml_m-
By B (03172008 [T Adine Aight [=][COM CARRIER »|  [R[145000 [ [AGENCY CAF
|:| Bz | B [oan7zo0s [ Hotel Ta [=][woemG Tax ~ [R50 [ [Govee
By B | = = Bow [ [covee
2 B = = E| [ [oTHER
O By B [ma7zoe [EP0Crivae vhoe [=][MILEAGE (v BB = [oTHER
O By @ [0a172008 [F=]TMC Transaction Fees [=][ TRANSACTION FEES [»[226.00 [ [ AGencrcar
O By B |7z [T [=][Trrepot »| R1s0.00 [ [oTHER
B B = = = 0.00 [ [Govee
R B [T = E] [ [oTHeER
B2 B = = R0 [ [covee
. —_ — . — S
4a | Enter the following information:

Date Expense Description Cost

3/17/08 Airline Flight $1435.00
(#356985 issued 3/14/08)

3/17/08 TMC Transaction Fees $26.00

3/17/08 1POC-Private Vhcle 66 miles round-trip

3/18/08 Taxi $35.00

3/18/08 Hotel Tax $33.00

3/19/08 Hotel Tax $33.00

3/20/08 Taxi $25.00

3/20/08 Hotel Tax $33.00

3/22/08 Taxi $35.00

3/22/08 1POC-Private Vhcle 66 miles round-trip




Step

Action

4a

> Click 54‘=-"1-'f=|(Expense Changes) button

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

DOC Conference

Quick Tip For this Page you can:

NO TP AVAILABLE FOR PROGRAM: noaainto.w Save IDIOIC Additional information Updates

ﬂﬂ'lum

Criteria for Determining Purpose Code for Conferences and Training

1, Does the Conference have a featured or keynele speaker from the Depariment of Commrce or amy of ds buresus?

2, Does the conference have staff from the Department of Commerce or any of is bureaus that are providing bechnical experiise (2., lkading ar
participating in panel dizcuesions, providing fraining, andfor preganting findings)*

3. Ia the Department of Commercs or amy of ils bureaus hosling/sponsoring the canferencs (e.q., providing meeting planning services, ogislics, —|
andigr providing suppart by staffing the conference)?

4, = the Department of Commerce or any of its bureaus proviing direct funding tawards the conference?

5, Do=s the conferencs include int=rmal DOC relsled Waorksheps?

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 partcipats in an officlal capacty?

7. N the conference does MOT include training and doss not Tt under any of the crieria abave, enter YES here bo indicats £-Non-Reponable —|
Conference as the trp purpose.

5a

Enter the following on the DOC Conference page:

YES
YES
NO
YES
NO
NO
NO

NoogkrwbdPE

» Click save | (Additional Information Updates)




Step Action
6 | Click Perform Pre-Audits ony the Document Toolbar to bring up Pre-Audit Results page
Pre-Audit Results for 8AACFO002
Quick Tip
@ Clck the Magnifying Glasse boon e view detall comments for each audit process. [gre Close Bre-fudit Resulis |
Document Name: S22C0F0002
Type: TV
Traveler: Germaniown, Brénda
Slatus: PASS
[ account vaLpaman Pass
[EL AMOUNT PAD TO TRAVELER PAss
@- APPROVAL BY TRAVELER PASS
[Ex 5L ankeT AvTHOREATION PASS
@- 0OC CONFERENCE VALDATION PASS
[Ex exxpensES OUTSIDE TRE DATES PAss
@- FUTURE TRIP DATES-VCH PAES
[E m TRavEL STATUS PASS
@- RECLAM DOCUMENTS PAES
[Ex varL Date vium PASS
7| Click on Aczounting. jn the Document Toolbar to open up the Available Accounting Code
page. Make any necessary changes to the accounting code.
8 | Click on Tetal= in the Document Toolbar to open up the Total Details page.
9 | Click on Preview Document in the Document Toolbar to have a new window open with the
print preview of your travel document.
10 | Click on Decument Status 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
11 | The Signature page appears with a statement that should be read.

> Click the ~#Accept |(SignatureText) 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.




