
Exercise #3c:    Reclaim Travel Voucher (Override M&IE Calculations) 
Objectives: • Create a reclaim travel voucher 

• Override costs to add a missing one from original travel voucher 

Notes: This exercise covers how to create a reclaim travel voucher to show an 
additional expense that was excluded from the original voucher. 
 
Use the Travel Authorization number from Exercise 3a   

 
Instructions: 

 
Execute the following steps: 

 
From our original travel voucher filed from Kansas City, we realize that we forgot to add one 
more parking fee for 7/25.  We will use the RECLAIM trip type to show that unclaimed toll 
charge expense, however, that means we will need to delete all other costs from our original 
travel voucher. 
 
 
Forgotten Expense(s) 
7/25 – $15 parking fee 
 
 

Step Action 

1 From the Home page: 
 

 Click  from the Document Toolbar 

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 RECLAIM  
 Click the  (this Document) button 



Step Action 

3a The Document Information page appears with the Document Information tab 
highlighted and fields displaying the information contained in the TA.  
 

 
Enter the following information: 
 

 Document Name = YFMLS0001R1 
 TA# = YFMLS0001R1 
 Type Code = RECLAIM 
 Purpose Code = 3-TRAINING ATTENDANCE 
 Document Description = reclaiming amount from initial voucher 



Step Action 

3b Click on the Trip Information tab.   
 

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

 Begin Travel = 06/23/08 
 Depart = RES 
 End Travel = 06/26/08 
 Return = RES 
 Click the  (Document) button 

4 Click on  in the Document Toolbar to bring up the Edit/Enter Expenses page.  
No Lodging or M&IE expenses will be displayed. 
 



Step Action 

4a Enter the following information: 

Date Expense Description/Category Cost 

7/25/08 Parking Fee OTHER $15.00 

 Click (Expense Changes) button 

5  Click on  in the Document Toolbar 
 Click on the AAB Weather Code (label name) to add the second account 
 Click on the delete  icon to delete the other ACCS 
 Click OK 

Note: Because we are not creating this reclaim voucher from the existing authorization 
the default ACCS will show from what was entered on your traveler information.  You 
will need to add another ACCS and then either delete the default or change the 
percentage. 



Step Action 

6 Click on  in the Document Toolbar to open up the Total Details page.   
 



Step Action 

7 Click on  in the Document Toolbar to have a new window open with the 
print preview of your travel document. 
 

8 Click on  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  (and Submit Document) button 



Step Action 

9 The Signature page appears with a statement that should be read. 
 

 
 Click the  (Signature Text) 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. 

 


