Exercise #5c:

Obijectives:

Notes:

Instructions:

Travel Voucher Ending “In Travel Status”

e Create a travel voucher ending in travel status against an existing TA

This exercise covers how to create a travel voucher when a traveler submits a
voucher before the completion of the travel assignment, the voucher ends with
the traveler still “In Travel Status.” Since the traveler is still in a temporary
duty status, they are entitled to lodging and full M&IE on the last date as
shown on the voucher.

FTR, section 301-52.7, states “Unless your agency administratively requires
you to submit your travel claim within a shorter time frame, you must submit
your travel claim as follows: (a) Within 5 working days after you complete your
trip or period of travel; or (b) Every 30 days if you are on continuous travel
status.”

Use TA from Exercise #5b

Execute the following steps:

You are still in travel status for your site visit to Wallops Island, VA from 1/7/08 through 2/7/08.
However, in order to meet the requirements in paying your travel card timely, you will need to
create a voucher for the expenses accumulated through January 18"

Ticket/Fee Information

Ticket #56981 issued 1/3/08 for $365.89
TMC Transaction Fee - $22.25

Actual Expenses

1/07 — 36 miles POV from residence to airport and back

1/07 - $25 Taxi

1/18 - $164.04 Hotel Tax
1/7-1/18 — $50 Hotel

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 select o troveler, click on the EID or Traveler Name lookup butbon. more
e |u1's Dacument

VHum 350000010 #
1o Travel Manager

Traveler Name .
Eutir et and dlekiooiar) (@) Germantown, Brenda _aﬁ

Document Typed| TV Frem T4 w

Document Search (TV From TA)

Document List Chck on an eniry 1o s=lect &
Traveler: Brenda Germaniown

e 1 Documsmname | Depvse | s | nuse |
& e BAACSHI02 082304 COMPLETED

Ea BAAC50M orRane COMPLETED

B a BASBSOI00 0Er2 304 COMPLETED

EETY BAACHO0S0 10708 COMPLETED

ERE BaaCEMS 0uoTE COMPLETED

B/ BAADS0004 o1nTi8 COMPLETED

> Click the Document [E icon of the authorization you wish to create 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:

Erler or 2di the general document information. If this is a frip based document, click the Trip Infermation tab fo adifview Creale | Decumant
the trip information. Authorizations Youchers LocalVpuchers

Traveler Hame:  Brenda Germamtown

Trip Infermation

Decument Type O TV
Decument Hame D 348050051
reportvate ® (m1nz0s | [
Tax D gaacBR0S .
Sponsored Travel
Currency | UL5. Dalar vd
Type Code @ | 1-SINGLEDOMESTIC w |
Purpose Code & 1-51TE VST v:

Document Deserintion @ [5; 0. T2 againet biamke: TA (BAACE0O0S0) for site visit in A
Wallops Island, VA |

Document Default Accounting Code |Generzl Travel P02 i
Defaull Accounting Code Org |H-06-02

» Verify all information is correct and make changes where necessary
» Change the description to read first TV against TA for site visit...
» Click the Trip Information tab




Step Action

3b Document Information
Quick Tip

For this Document you can:

Enter or 2dit the general document information. If this & a trip based document, click the Trip Information tab fo adibiview Documant
the trip Infermation. Aythorizations Veuchers LocalVpuchers
_Cancal |

Troveler Nome:  Brenda Germantown

" Documentinformation "  Trip Information

Trip g 1
Begin Travel @ 01072002 | [ Depart |RES | Depart Setection | RES:, v
End Travel @ 20772008 | (= Return [RES:, | Return Setection [RES.. v
Trip Duration Illn.i‘m:lladaﬁ—v|
Comments
Preset |
Itinerary Locations
Replace ALL lodging and MSIE infarmation Create additional rows
| srvsioste | Depsrtwedats ] nemylooson . umed]
maree B [peorie B WALLOPS ISLAND, VA |searchd 0
= = |searcn® O
= = |searcn @ 0O
= | =] |searchd 0
iz | = . |searend 0

» Change 2/7/08 to 1/18/08 in the End Travel field

» Change RES to IN TRAVEL STATUS in the Return Selection field
» Change 2/7/08 to /18/08 in the Departure Date field

» 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: BAACB0051
Quick Tip For this Page you can:
Enter or edit expenses, Each line below displays a different sxpanse, To edit expense details not displayed balow, [
clck the Detalis kcon need to the expense descniplion. To dekte an expense, kaa the chack box. Enter all exp and
chang=s and click Save more Expense Changes
Search Criteria Reset I-\H‘lln-dunu
Expense Category | (Al Expenses) hee| ﬁ Changes
Start Date E ﬁ Continue
End Date =]
Current Allocation Method: By Individual Expenses Currency: W5, Dollar
Expense Entry  Custo Prev 26 Hexts
|[-:::nmm-—_—l_m_:
O By B [ovorzoe [ e g [=][com.canmier ~|  [R3mm [H [ Gencrcar
O By B [ovorzmoe [ Hae Tec El[woancTax =] [R50 B [eoves
By B = = B0.00 I [Govee
BB = B 2 [ ores
O By B |[morzme [T 1P0CPivate Vhae [=][MILEAGE |+ Blze [ [oTHER
O By B [morze [T=ITME Tansadion Fees [=][ TRANSACTION FEES |w[R 2225 [ [ AGENCY CAR
O By B [oovze =T [=][Transpon »| Riz00.00 [ [oTHER
By B = = Bioo B [Govee
R B = =l E] [ [oTHER:
By B = = Riooo B [aoves
4 == —— — — - — »
4a | Enter the following information:

Date Expense Description Cost
1/07/08 1POC-Private Vhcle See 4b
1/07/08 Airline Flight See 4c
1/07/08 Taxi $25.00
1/18/08 Hotel Tax $164.04
1/7-1/18 | Lodging See 4d




Step

Action

4b

To have the system calculate the mileage, click on the Show Expense Details B icon.

» Enter 36 in the Quantity field
» Click in another field or press TAB

The Expense Cost field will automatically fill in with the calculated cost.
» Click the us=e (Expense Detail Updates) button to close this window and populate the

Cost field
» Click the [save| (Expense Changes) button when completed

4c

To enter the cost and ticket information for the Airline Flight, click on the Show
Expense Details B icon.

Click on the Ticketed Transportation Details tab
Enter 56981 in the Ticket No field

Enter 1/04/08 in the Issue Date field

Enter 365.89 in the Ticket Value field

Click Yse | (Expense Detail Updates)

Y VVVY

4d

To have the system add the lodging costs for all of the days do the following:

» Enter 50 in the Cost field
» Scroll to the right
» Enter 1/18/08 in the Copy Through field

Click on A=ceuniing jn the Document Toolbar to open up the Available Accounting Code
page.

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

Click on Tetals: in the Document Toolbar to open up the Total Details page

» Verify the totals

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




Step Action
8 | Click on Decument Status jn 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
9 | 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.




