Exercise #3c: Reclaim Travel Voucher (Override M&IE Calculations)

Obijectives: e Create a reclaim travel voucher
e 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 treate New Decument 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 Create | (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.

Document Information

Quick Tip Faor this Document you can:
Enler or adit the general document information. |f this is a irip based document, click the Trip Information tab fo sdithview Creale | Documant
the trip information. Authorizatens Veschers Localpychars

==

Troveler Hame:  Brenda Germantown

Document Typs @ RECLAM
Descurment Hame O

Report Date @ (07252008 | [T

Tas @
Sponsored Travel
Currency | U5, Daller U:
Type Code | v:
Purpose Code D ~

Document Dascription @

Document Default Accounting Code |Genersl Travel FY0E &4
Default Accounting Cade Org [H-D6-09

Enter the following information:

Document Name = YFMLSO0001R1

TA# = YFMLS0001R1

Type Code = RECLAIM

Purpose Code = 3-TRAINING ATTENDANCE

Document Description = reclaiming amount from initial voucher
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Step

Action

3b

Click on the Trip Information tab.

Document Information

Quick Tip For this Document you can:

Enler or &dit the general document informstion. If this i a frip based document, click the Trip Information tab i adibtview Create | Document
thee trip information. Aythorizatens Vegchers Locali'puchaers

Troveler Home:  Brenda Germantown

~_Document Information ! Trip Infarmation

Trip Mo 1
Begin Travel @ | (7/22/02 = Depart |RES:, | Depart setection RES:, b
end Travel @ 0772508 | (= Return [RES:, | meturn Selection |RES: -

Trig Duration | Mukipla days b

Comments

Preset |

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 “create | (Document) button
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Click on Exenses jn the Document Toolbar to bring up the Edit/Enter Expenses page.
No Lodging or M&IE expenses will be displayed.

Edit/Enter Expenses for Redaim: 8AACS0001R1

Quick Tip For this Page you can:
Enter or edit expenses, Each ling below displays a differént xpénss, To edit expense details not displayed below, [
clck the Detaliz icon nexd to the expense description. To delste an expensae, use the check bex. Enter al and [Dizsplay Express EXpense Screen
changes and chick Save mors

o Save |Expense Changes

Search Criteria EI Changes
Expense Cotegory | (Al Expenses) v 59“":"" H Continue
Start Date =
Endpate | |

Current Allocation Method: By Individual Expenses

Currency: U5, Dollar

Expense Entry Prov 28 Hest 25

MM—E = | e [ o
07/23,/208_[E =~ B E] |
|:| IE [;j w7/ [ El > @ &| v
O By B |[onzae B o~ & B v
By B vz = =[] B & |
0 By B w2z = El o~ B E] |
5B R sz B H = & H| ~|
0 B B o B o~ & E| >
mplE NN E N o~ & E]| v
O By B oo B =~ B E]l ~|
A R 07232008 [ = (R |l v




Step

Action

4a | Enter the following information:
Date Expense Description/Category Cost
7/25/08 Parking Fee OTHER $15.00
> Click @ Save |(Expense Changes) button
S5 | » Click on #ecounting jn 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 Tetal= in the Document Toolbar to open up the Total Details page.

Total Details for BAACS0001R1

Ouick Tip | For this Document you can:

f recensary, eier changes and choi D8, e Save A Caodale  |[Teis
| Savi-ECakalain §

Cuirrerey: U S Dolar

Expenas Summary
Tekal Expaniian 1508
TarH! K rembrE RS Eaianiag 1.
Tolsl Rewnbursable Enpenies: 15.00
Lgvance Qulstandng [T
AgvEnc Sppld [ Q.88
Toiadl Resmbaurssbde Ampunt: 1542
Charge Card Reconchation

AR Amounts Fosimibur sabie Amsounts
Rermégrats Charge Cod Dperan -1 -] (1]
R g R PR L1
Tonsl Charge Card Expenses: [0 (2]
Chirgd Cand ATH Advanoe Take (0] [R5
Total Ampund {n Charge Cand: -1+ (1]
Agdeeesl Payras 8 Chargs Caeg oo
Maxirmum Charge Cand Reimbnirsement: oo

IRELN rETE T miy e SilTeiel)
Reumbaal nemsnl Summuary
Acswl Chargs Cind Rerbyrismen] 0g
Travgler Resrturponens (EN-]
iDw Fiom Travaer if negutive]

Tolal Amaimt Bembaried: 1588

Paymerdetod _________[oressi  Accoereng Cosebated  Jamount |
oA [ree

&40 Wewtrer Cooe 1500




Step

Action

7 | Click on Preview Document jn the Document Toolbar to have a new window open with the
print preview of your travel document.
o07/26/08 RECLAIM | RECLAIM: SAMCSO001R1
PAGE 1 ** Read Privacy Lot On Last Page ** TA Number ALACSO00LR1
1) NAME: Germantown, Brenda . VNum:  ****-%00l10
ADDE: 123 Main Street PHONE : 301-123-1212
MAIL CD
Germantown, MD 2087& ORG: H-0&6-09
TITLE:
DUTY : Gaithersburg TZ: & SEC CLE:
RES: " CARD: CARD HOLDER
HOURS 2
FFE H BUREAL 14
2) FROM TO TR NUM TA DATE TRIP PURPOSE TRIP TYPE
07/23/08 07/26/08 BRACSO001R1
07/26/08 I-TRAINING ATTENDANCE ERECLAIM
3] GTR/TICKET Wo VALUE ¢ cR cLs  pate FROM  T0
woaeer me1  |s) enwwce orFrcs
e ——————————— e - - - - - —————— - - |
BAE Waather Cods 15,00
2008-14-8BP1AHAFOO -0 020000 - 00000000 ===« |
|
8 | Click on Document Status jn the Document Toolbar to open up the Status page. The page

will default with Signed in the Status to Apply field.

Status for SAACS0001R1

Quick Tip For this Document you can:
The Skgnature P ks case senaftive! more

Stamp | and Submit Document
Back | Conlinue |
Status to Apply SENED ------------------- w
R FII!E ................................................
Raasm:”v.
Remarks

Document Routi ng Thiz 2 the routing path the cumment document will take once routed
e ... stz Jlew ]
Germantewn, Brenda SIGNED o

e Ristory far this Gocumen

OTF220E 110280 CREATED Brenda Germantawn

» Enter your Signature PIN
» Enter your Remarks

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




Step

Action

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

Signature for BAACS0001R1
Quick Tip For this Document you can:
If vou agrae with the statement, click Accept. mpra m Signature Text
| Cancel I!ﬁunp'nn
| eeriify that thig vaucher is true and correct bo the best of my knowledge and babel, and thal paymenl or credt has not been received by me. | hereby assign 1o the Uniled

States any right | may have against any parties m connection, with rembursabie fransporiation charges described above, purchased under cosh payment procedures (41
CFR Part 301-10). | verify thal | have al receipls necessary 1o support the claims in this voucher. Any exceplions are noted i the comments section.

> 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.




