Exercise #3a:

Obijectives:

Notes:

Instructions:

Travel Authorization (Copying TA/Adding new ACCS)

e Create a new TA by copying from an existing TA
e Adding a new accounting code

This exercise covers how to copy an authorization with similar information
from one authorization to another, thereby eliminating repetitive document
entry steps. You may also use this process when you have multiple travelers
who are going to the same travel location. Rather than creating a new
document for each traveler, create the authorization for one traveler and save
it. Open the authorization, replace the social security number, assign a new
travel authorization number, make any necessary changes, and save the
document with a new name.

In this example you will copy the trip authorization for the same traveler who is
traveling to the same per diem location incurring the same travel expenses but
for a different period of time.

To copy a document to another traveler, you must have Group Administrator
access.

You will also learn how to add a new ACCS.

You will copy the TA from Exercise 2a.

Execute the following steps:

You have been asked to return to Kansas City, MO to give training on July 23-July 26. You will
copy from your previous Travel Authorization to Kansas City. You will need to change the
dates of your trip. You will also need to add a new ACCS being provided by the office you are
giving training to.

Estimated Expenses

$165.00 = Round-trip air fare

$22.25 = Transaction Fee

73 miles one way to airport using private vehicle (POV) - person
$300 for Rental Car

$65 for Rental Car Gas

$30 for Parking

$100 for Hotel Tax



Step

Action

1 From the Home page:
> Click OeeniCopy Document from the Document Toolbar
2 | The Open/Copy Document page opens.

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

Quick Tip I i Chick on an enkry to select i
Type one or mors leHers of the travaler's last name and click

Traveler: Brenda Germaniown

Search. Then, chck the travelers name 1o kt all decuments. ___
OpenitopyDoc DelsteDoc Amendlioc Typs Document Name Dep Dale _ m

ELEEN ZAABIT0000 0S/Z308  COMPLETED
Enter Search Criteria E) % . - e e
Name (Lost First)
Document Type ALL v.
Chck on an enbry bo select i
Search Resullz Prev 400 Hext 40
Germantown, Brenda S200-00010

Click the Copy% icon of the travel authorization document you wish to copy

Notes:
v For individual users, this screen will only show you as the traveler and your
travel documents.

v For Group Administrators this screen will show only those travelers that have
created travel documents. A search may be completed prior to clicking on the
traveler’s name to bring up their travel documents.




Step Action
3 | The Copy Document page appears.
Copy Document
Quick Tip For this Document you can:
Type & document name in the Copy to Document Name fiakd. more
- [T] ewerwrite Existing
Copy Document [J change Docimant Dafaur
op og Accounting Cods & Alacation o the
Document Type T4 Document Type _T-‘- ) Travelers Defaut
VHum FE00-00010 'h'lfumﬂ_ ﬁ Save | gocument
Traveler Name |
Traveler Hame Garmantewn, Brenda Bt bt e seef click o bap B | ﬁ Cloze Iwmthu-,-hg
Document Hame 24430000 Document Name i _E,IiLJ.BSDm:-
TA# 2AABS0000 Tae D |
» Enter the Vendor Number or Traveler Name or you may use the Lookup # jcon
» Tab to or Click in the Document Name field
» Enter the Document Name (YFMLS0001)
» Enter the TA# (YFMLSO0001)
> Click Save |(Document) button
» At the prompt “Document was copied successfully’” click OK
Note: When typing in a vendor number do not use the dash. After typing in the traveler
information, do not press ENTER. It will take you to a blank screen and you will have to
start the process over.
4 | The Home page appears.
> Click BeeniCopy Document from the Document Toolbar
5 | The Open/Copy Document page appears.

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

Cluick Tip Document List Click on an enbry to select i
Type one or mors keflers of the fraveler's last name and click Trasalar: Brands Garrmantow

Search. Then, ciick the travelars name to kst all docemants.
QpenitapyDoe Deistelioe AmendDoc [ Tyee | Documentbame | DepDaie | Siaus | nuse |

ELEEN EAABS0000 0E/Z308  COMPLETED
Enter Search Criteria B % = ALACSI001 DR CRELTED
Hame (Last Fist] By sssssoon BEEH0E  COMPLETED
Document Type | ALL |
Traveler List Chick on an entry bo saleed i
Search Resulis Prev 40 Hext40
Germantown, Brenda SR00-00010

> Click on the Open Document [El icon of the document you just created




Step

Action

The Document Summary page appears.

Document Summary for Travel Authorization 8AACS0001

For this Document you can:

Quick Tip
For specific information, cick on & Detais link. ou can sign and stamp your document from the Document Stahes

BaCkion. mpre

© Document Status Current Status: CREATED Awnaiting: Brenda Germantown for Status: SIGNED

Status To Apply Signature PIN Femarks

Stamp and Rowte |

3

| Traveler Details Traveler ID: 380000010 Traveler Kame: f_[f,,-.ﬂj,,:,..,. Organization: H.D6-09

e Document Information TA%: BAACSO001 Currency: U2 Dellar Type: .-ILSII:E;L:_IA
Lecatian From Ta Per Diem Rates

3-TRANING ATTENDAMCE KANSAS CITY MO 0823105 E26/05 HE.00 /4700 (1001/04-12731148)

To attend training in KC, MO

> Click on Pecumentinformation jn the Document Toolbar

|




Step

Action

The Document Information page appears with the Document Information tab
highlighted and fields displaying the previous information

Document Information for BAACS0001

Quick Tip Faor this Document you can:
Enter or edit the general document information. If this i a frip based document, chick the Trip lhformation tab to Save | Changes to Document information

edtiview e inp information. AWNOrEAtens Vouchers LOCANDCIATE
Back |  Continue |

Traveler Hame:  Brenda Garmantown

Document Type @ Ta
Document Hame D 222080001

Report Date @ 071272002 | [
Tax @ [2AAC50001
Sponsdsred Travel

Currency | U5, Dolar [

Type Code @ | 1.SINGLE-DOMESTIC  »
Purpose Code D | LTRANING ATTENDANCE  »

Documant Default Accounting Cooe [Geneml Travel FY08 &4
Default Accounting Code Org [H-06-03

» Change the Document Description from attend to GIVE
» Click the Trip Information tab




Step

Action

The Document Information page appears with the Trip Information tab highlighted and
fields displaying the previous information.

Document Information for BAACS0001

Quick Tip Faor this Document you can:

Ender or edil the general document infarmation. If this & a irip based document, chck the Trip hiformation 12k to

ecitiview the trp nformation. Authorizatons Vouchers | ocalViouchers [ Save | changes to Bacument nfarmatien

_Cancel |
Back | Continue |
Traveler Hame:  Brenda Garmantown
Trip Information
Triptio 1
Begin Traver ® 16/232008 | I8 Dopart [RES:. | oepuntseiecton[RES. )
End Travel @ 06262008 | [ Return |RES:, | Return Selection | RES: v
Trip Duration | Mutiple days v
Caomments
| _Preset |
[ reptace ALL lodging and M&IE information Create additional rows
Dsicte]  ArivalDate | DepartureDate | Hinesary Location
# (wmve [E [wmee [FE |kesasomrmo searchill O

B | i/ searcndh [
| = | |saarendt O
EZ E | saarchdd O
= =l scarcndd [

Change the Begin Travel and Arrival Date from 6/23 to 7/23
Change the End Travel and the Departure Date from 6/26 to 7/26
Check the Replace ALL lodging and M&IE information checkbox
Click (Changes to Document Information) button

Click Expense= on the Document Toolbar

YV VVY




Step

Action

The Edit/Enter Expenses page appears with M&IE and Lodging costs.

Edit/Enter Expenses for Travel Authorization: BAACS0001

Quick Tip For this Page you can:
Enter or edit expenses, Each line below displays a diffsrent sxpenss, To edit expanse defails not displayed below, [

chck the Detalis icon et to the expense descrption. To delkete an expenae, wae the chack box. Enter al exp and

changss and click Save mons 5, Expanss Changes

Search Criteria Reset IMl.u-dy'nu
Expense Category | (Al Expenses) | Clear | Changes
Start Date = Back | Continue

End Date =]
Current Allocation Method: By Individual Expenses Currency: U5, Dollar
Expense Entry  Customize Disploy P
IEIEI--___I_E__
O By B [ez32008 [ adne Ag [=][COM CARRIER |  [R/z6500 [ [AEnCT CaR
O Gy B [eazme 5] Hie Te [=][ LODGING TAx ~ B 100.00 [ [covee
O By B [wzzme [EF0CPiate vhe [E[mLEssE & E IS E [oTHER
O By B [oez3z008 [ raking Fees [=][0THER TRAVEL | [R(30.00 B [otHER
O By B [t6zz0e [ Rl Cr [Zl[RenTAL caAR ] B700.00 [ [sovce
O By B [oez32008 [FE]TMC Trensaction Fess [=][ TRANSACTION FEES |w |2 2225 [ | Acency car
O By B lwezizne [ GasAetal Govt Car [=][ Transport ~| Rss00 [ [oTHER
B B = = R0 [E [sovec
By B | = = B [ [oTHER
B B = = Rse.00 E [Govee
- - - — — = — 8

» Make changes to the date(s) and cost(s)
» Click save (Expense Changes) button
» Click Aesounting jn the Document Toolbar




Step

Action

10

This brings up the Available Accounting Code page.

Available Accounting Code for BAACS0001

@ Quick Tip For this Document you can:

To select an account code, chick the label ink, To search by abel fype some of the labelin the fizld and ciick the: Add | Hew Accaurting Code
Seanch butien. To retneve all account codea with the same labal from all crgs, tvpe the entire label and click the

Retrieve butbon, mone: Back | Continue

Enter Search Criteria

Accounting Code | Seanch Retrieve

Cick Accounting Code Label fo odd to Document
Prev 20 Hext 20

H-06-09 W 2008- 14 ESKINESPOD- 0B0Z0000- DODODGOG- - - -

H-08-02 Project Fish P08 2008< 14- 45W1210P00- 0E020000- DODO0O00: < < =«
Eroct 02208 3008 14 ESWWGHSOPOD- 0S020000- 00000000 - - -

Accounting Code for 8AAC 50001

_-!!E-M_

d:r x H-08-0% General Travel Y 0E G:l 2008~ 14- ESKINSSP0D- 08020000 00000000 - - - -

ﬂF Edk xueie‘.e

Chick an bem bo editdelete it

> Click on the Delete % icon next to the ACCS code listed in the Accounting Code for
{document #} to remove the default ACCS.

» At the prompt, “Are you sure you want to delete this record?”” Click OK

» Click the Add (New Accounting Code) button




Step

Action

11

This will bring up the Add Accounting Code page.

Add Accounting Code for BAACS0001

Quick Tip For this Document you can:
Add new or edi exisling account code. Wou must 2nier an account label befors updaking the exlendad account Update | Extended Acct
COGEE. Fagig
Save | Acct Ugdates
Label | Save Accourling Cancel | Acct Updates
Code and exlendzd —_—
. B = Accountng Code o
Organization  H-0603 + master it }

Accounting Code

FY (4] Part §
BUREAN (2] Part T
PROUTSKI10] Part 8
ORG 1 (8] Part 9
ORG 2 (8] Part 10

Enter the following information (use capital letters):

LABEL = (Your Training Initials) Weather Code
ORGANIZATION = Your Training Org

FY(4) = Current FY

BUREAU (2) =14

PROJ/TSK (10) = F8P1BMFPQ0

ORG 1 (8) = 06020000

ORG 2 (8) = 00000000

Check the Master List checkbox
Click the save (Acct Updates) button

YV VVVVVVY

Notes:
v" Do not include any special characters in the label field. The system will only
recognize it for that current document, even if the checkbox for the master list
was checked.

v The project and task codes should be entered in capital letters.

12 | Click on Tetal= in the Document Toolbar to open up the Total Details page if you wish
to view the totals
13 | Click on Preview Document jn the Document Toolbar to have a new window open with the

print preview of your travel document.




Step Action
14 | 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.
Status for S8AACS0001
Quick Tip For this Document you can:
The Signature PH 2 case sengitive! more Samp IInU E——
Back | Continue |
Status to Apply | SIGNED v
Signature PIN
Reasm. w
Remarks
Document Rﬂuﬂl‘lg Thie (2 the routing path the current document wil taks once routed
Do The = the stahes Ristory Tor this GO CUme
0TS B:01AK CREATED Brenda Germantawn
» Enter your Signature PIN
» Enter your Remarks
> Click the Stame | (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.
15 | From the Home page click on the Open Document & icon which will take you to the

Open Document Signature page.

» Enter your Signature PIN
> Click the S| (to Review Document) button

The Document Summary page appears.

Change the status to Completed

Enter your Signature PIN

Enter your Remarks

Check the checkbox Stamp Without Adjustment

Click the ___Stamp and Route | [y tton.

YV VVVY

Note: For training purposes ONLY — the routing/approval/DATALINK process is not
done. To be able to create a voucher from authorization, the status must be set to
“Complete.”




