Travel Manager 9.0 Training Exercises

Exercise #2a: Travel Authorization (Editing Traveler Information)

Obijectives: e Create a new travel authorization
e Edit traveler information

Notes: This exercise covers how to create a basic travel authorization to a single location. It
also covers editing the traveler information.

Instructions: Execute the following steps:

You have been instructed to attend a training class in Chicago, IL. The class dates are the June
24™ and 25™. You will have two travel days on either side of the training. Your POV costs will
include a person taking you to the airport and picking you up. Since this is the first authorization
you are completing, you will have to enter some basic traveler information. Your authorization
will need to include the following costs:

Estimated Expenses

$225.00 = Round-trip air fare

$23.01 = Transaction Fee

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

$65 for Rental Car Gas

$30 for Parking

$50 for Hotel Tax

Step Action

1 From the Home screen:

» Click Create New Decument from the Document Toolbar

2a | The New Document screen appears.

For a Traveler, the information for the Vendor Number and Traveler name will
automatically fill in.

New Document

Quick Tip For this Document you can:

To select a traveler, cick on the Vium or Travelar ame ieokup bution. more
_ Create | this Document
VHumi 0004-00010 #

Traveler Name ) Add Traveler | io Travel Manager

ek oie @ Baulder, Kyle Y ]

Document Trpelﬁ' w

» Click on the Document Type drop-down listing and select TA
> Click the Create | (this Document) button
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Step Action
2b | For a Group Administrator, you will need to select a traveler by clicking on the Lookup
icon @ by either the VNum or Traveler Name field.
MNew Document
% Quick Tip
To select a braveler, click on the WHum or Traveler Hame lookup Bullon, mare
Vium @] 5
it ”
2¢ | If you chose VNum lookup icon, you will get a list of travelers you have access to

showing in vendor number order.

Enter Search Criteria

VHum Search

Search Resulis Cick an an entry to select &
Search Results Prev 20 Hext 20
pfum— llasstHame  FisiBame il |
0004-00001 Boulder Pam &
Q004-00002 Boulder James A
Q004-00003 Boukder Fhyliz H
Q004-00004 Boulder Helam E
0004-00005 Boulder John a
ano4-00008 Boulder Tod Q
Q004-00007 Boukder Daonakd v]
0004-00005 Baukder Eleanor L
0004-00009 Boulder Slacey T
200400015 Boulder Kiyle: ¥
Q004-0001 Boukder Carty A

If you chose Traveler Name, you will get a list of travelers you have access to showing
in alphabetical order.

Enter Search Criteria

Last Hame'EwL:icr Seanch

Search Resulis Chck an an enilry 1o s=lect E
carch Results Prov 20 Hext 20

E_IE]_II- Wpm |

Boukder Carly DQ0=-00011

Boulder Diarin .ﬁ. [004-00028

Boulder James A Lo0<L-000032

Boukder WMackenzie A [a0=-00013

Soulder Hadine A Qn=-0001 2

Boulder Pam i [O04-00001

Bouldér Tayna & 000400028

Boukder Warren A Do0:-00028

Boukder Deanna E DO04-00025

Boulder Helen E 000400004

In either case, click on the VNum to select your traveler.
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Step

Action

Note: You can do searches on either vendor numbers or last names by typing them in the fields
provided and clicking SEARCH.

2d | The New Document screen appears with your traveler’s name and vendor number filled
in.
New Document
g Quick Tip For this Document you can:
To select a traveler, click on the Vium or Trawvelar Rame laokup bution. more )
Vium @] 100400010 - # _Elﬂm Document
Traveler Name ; Miﬂmuluauw
ater st vares and elick o] )| Boulder, Kyle Y ]
Dacurmant Type D v
» Click on the Document Type drop-down listing and select TA
> Clickthe Create | (this Document) button
3 | The Document Information screen appears with the Document Information tab

highlighted and fields displaying.

Document Information
Quick Tip For this Document you can:

Erter or adi the general documant information, If ths: i a trip based dacumen L, click the Trip Infermation tab fo edibfview Documeant
tha trip information. Authorizatons Wedchers Localouchers
_Cancel |

Traveler Name:  Hyle Boulder

Document Information

Document Type D TA
Document Hame D

Report Date @ 10012008 | (15
Tar |
Sponsored Travel
Currency lU.S Dallar v:
Type Code @] v
Purpoze Code D v
Document Description ©

Document Default Accounting Code ﬂ
Default Accounting Code Org

Enter the following information:

Document Name = Same as TA#

TA# = Use the first one listed on your sheet

Type Code = 1-SINGLE-DOMESTIC

Purpose Code = 3-TRAINING ATTENDANCE

Document Description = To attend training in Chicago, IL

YVYVYYVYV

Note: NOAA Travel Regulations (NTR), sections 301-2.1(n)(p)(q) explains about the Production
travel authorization numbers.
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Step

Action

4a

Click on the Trip Information tab. If you click the Create button prior to clicking the
tab you will receive an error message, click OK and it will take you to this tab.

Document Information

For this Document you can:

Quick Tip
Enter or edit the general document information. If this iz a trip bazed document, click the Trip Information tab to edit/view e
the trip information. Authorizatiens Mouchers LocalMouchers
_Cancel |
Traveler Name:  Kyle Boulder
Document Information ‘mﬂmn
Trip No 1
Begin Travel (7] Depart Depart Selection v
End Travel @ Return Return Selection v
Trip Duration | Muttipls days v
Comments
_Preset |

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

» Begin Travel = 06/23/##
» Depart = RES

» End Travel = 06/26/##
» Return =RES

Notes: The Depart & Return fields have a drop-down list to the right of them. Use a value
contained in the drop-down list to populate the Depart & Return fields.

These fields will not be populated until some traveler information is added and saved to the
traveler’s profile.

4b

The values selected in the Begin & End Travel dates will automatically populate in the
Itinerary Location area. These dates must be filled in prior to filing in the Itinerary
Location field.

Itinerary Locations

Replace ALL ladging and M&IE information Create additional rows
|  AmwvaiDate | Oeparwepate | neraylocaton |unisted]
oezans B [oe2es  [B | searchd O

Notes: If a mistake is made under the Begin/End Travel fields, the same mistake will show on the
Arrival/Departure Date fields. You will have to manually change each field.

When attempting to correct the Arrival/Departure Date fields, another line will appear below
with the correct dates, just ignore those dates, they will disappear when you finally create the
document.
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Step

Action

4c

To enter the location in the Itinerary Location field:

» Type in the field the name or partial name and click Search

6zams |18 (062608 [0®1  [chicagd |searchi#

If this is the only location, it will automatically fill in the location area.

M = = |eostonma Searcib O

If there is more than one location with the same name, a drop-down listing of possible
matches will appear below the field. Use the drop-down arrow to select the correct one.

loezama @ [oeems 02 [CHICAGOLL |searchd B
CHICAGDIL -

[= = searcnih O

Notes: It is better to do a search on a partial name rather than the whole name, as the system if
looking for an actual location and the name must be typed exactly the way it is in the system.

If you type a partial location and clicked search but nothing came up, take a look to see if what
you typed is correct. If it is, you may want to use the lookup icon to see if it is in the per diem
location table.
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Step

Action

4cl

The other way to enter the location in the Itinerary Location field is:

> Click the Lookup # icon

This will open a new window that allows to search by country or state.
Itinerary Location Lookup for
Quick Tip

For this Page you can:

Salect State/Country from the drop-down kel Sakct from the l=t of aveilable ixcations in
the Location fisld, Click the Rates, Meals, Quariérs or Foobnotes butbons, if displayed, bo M b

viaw the respective data for the sslecied bcation. porg 7 ]
Cloge | Without Selecting Location
Select ltinerary Location
State/Country w Location w

Once a State/County has been selected, the Location field will populate with the values
to choose from.

Location

AURDHEA

BOLINGEROOK

BOMND OOLINTY

CALHOUMN COUNTY

CAPITAL APT AGS

CHARLES MELVIM PRICE SPT CTR
CHICAGD

CHICAGO4YHARE |AF ARS

» Select the one you want (Chicago, IL)
> Click the Y=| (Location) button

The field will then be populated with the selection.

Itinerary Locations

Rzpl‘ane ALL lodging and MEIE information Create additional rows
| AmwvaiDate | OepartwreDate | Mnerarylocaton |unisted]
ey [ _mt::s. 03 [BE  [CHICAGD.IL |searend O

Click the cCreate | (Document) button
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Step

Action

5

The Document Information screen still appears but the Document Toolbar now has
different options available. It will also show your Document Name & TA#.

Uses: Doc Information for 9KYBS0021
Kyl . Boukder
Traveler: Quick Tip For this Document you can:
Kyle Boukder Entar or edil the ganaral dacument informatian. IF this & a irip based dacument, click the Trip hformatian fa to
| Tl eativen ihe 1p Voughess | _Save | changes o Document nfomstion
(9HYBS0024) Cancel |
= Document Summary Bock || Coring= I
7 LLBE T TravelerName:  Kyle Boulder
= Traveier nfo o
* Document
Information
« Charge Card Managsr TripHo 1
mEroren, Begin Travel @ [05/22/2008 | [B] Depart |RES-, Depart Selection | RES-, v
» Other Autherizations End Travel ® 08282008 | [ Return [RES: , Return Selection | RES., v
« Accounting -
Trip Duration | Mukiple d v
- Tatals " B R
= Document Status Comments
 Becfarm Pra.Audits Proset

= Preview Document

liinerary Locations

- Cisse Document -
["] Replace ALL lodging and MSIE information Create additional rows
ockte]  AcicalOaste | DepartwreDate | Mieeylocaion Junisted]
% wan B [esan = [ccsol searchd [

To edit the traveler information click on Travelerinfo jn the Document Toolbar

Note: The Traveler Information can only be accessed and/or changed by a traveler or Group
Administrator after a document has been created.

The Update Traveler Information screen appears with limited data entered.

Update Traveler Information

g Quick Tip For this Page you can:

Edit the traveler's information. Click on the tab o edi the respective data. Make al changes on all tabs and then save.
morg ] Apply Changes Giobaty

Viium 0004-00010 HAME Kyl Boulder P"‘““! Changes
Qose | without Saving Frofie Changes
[ Dutystation | Addresses | Phonesz | Accountinto. ! Travel Prefs.

Personal Information Duty Station

VHum D 0004-00010 Present Station
Host Vum

Name Organization |H-10-01 #
Last Name B Boulder Printed Org | K-1001
First Name 1D 1 Y Title/Rank | "
Gender | WA v I Position
prefic | % Caraholder Code [CARD HOLDER v
Susffix Tax SEHD
City of Residence Stats |_| #H Routing List |

E-Mail

Emergency Contaci

Harma

Phong
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Step

Action

6a

On the Personal Data tab enter the following information, if not filled in:

» City of Residence
» State
» Present Station (Duty Station)

By entering this information on this tab, it will transfer to other tabs. These fields are
also what will populate on the Document Information screen - Trip Information tab -
Depart/Return Selection fields.

Verify the following information:
> First Name

> Last Name

> Middle Initial

» Email Address

Make any changes to the traveler’s personal information as necessary.

Note: Certain fields (i.e. Organization) can not be changed by the traveler or preparer.
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Step Action

6b | Click on the Duty Station tab and enter the following information:

» Present Station (if done on the previous tab will automatically fill in here)
» Voucher Name and Title

» Authorization Name and Title

» (optional) Additional #1 Name and Title

Verify the following information:

» Number of Work Hours (should be 8)

» Time Zone (should be 6=ET, 7=CT, 8=MT, 9=PT)

Update Traveler Information

g Quick Tip For this Page you can:
Exlit Ine traveter's informsstion. Click an 1he tab 1o s the respactive data. Make al changes on all fabs and then save
[ore _D.ﬁ-unb' Changes Gichaly
Vlum 0004-00010 HAME Kyse ¥ Boulder mﬂ" Changes

Close | withaut Saving Prafie Changes

~_PersonalData | Duty stivon | Addresses | Phone#s | Accountindo. | Travel Prefs.

Present Station N of Work Hours |
Agency | Time Zone [i
unit
maicose | |

Hame Title Clearance

Voucher |

Autharization |

Additional #1 |

Additional #2 |

Notes: The Voucher & Authorization Name/Title fields are what will print out on the hard copy.

The Additional #1 & #2 Name Title fields are for additional signatures that may be needed, for
example foreign travel.

6c | Click on the Address tab and enter the following information:

Home Address Duty Station Address
Street Address Street Address
City City
State State
Zip Zip
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Step Action
Street Address I IH
| |
ity |
swe [ [ zip | |
Country #
Note: The address that prints out on the hard copy will be the one entered on the Home Address
section.
6d

Click on the Phone #s tab and enter the following information:

» Home Number
» Duty Station Number
» Duty Station FAX Number

¥ Duty station Number

# Duty stalion fax Number

FY 2010
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Step

Action

6e

Click on the Account Info. Tab and do the following:

> Click on the Lookup # icon

-

¥ Traveler Account Detais
Default Accounting Code #h Clear

Maximum Authorized Amount  1.00
Authorization Analysis Period

Account Info. |

Account Status

Default Project Codes OFg
Default Project Codes A

A new window appears listing all ACCS codes that the traveler has available to them
based off their organization.

{= Default Accounting Code Lookup - Windows Internet Explorer

Enter Search Criteria
Label | Search
Search Results
Saarch ?es l, Prev 20 Naxi 3
-ﬂ_
M1 |]1 2008-14-18KEDSOPOO-1 001 0000-0 0000000
H-10-01 mmzm 2010-14-2ER1BZ2P00-10010000-00000000——
HA0-H ABWRCEE 09 2009 14-45WRCEEPD0- 1 0010000-000 00000
F10-0 ZEWRCER 10 B0 A AEWRCEBPD | (010000 00000000——
H-10-11 SOMNIATE 0% 2008-12-S8N2ATERPO0-1 001 0000-00000 000
Be10-01 SEN3ATS 10 2010-14-5ENIATSPO0-10010000-00000000-—
HA0-H TEP3LAT 09 2009 14-TEP3A4 3PHZ- 1001 D000- 00000000
FA0-0 TEPIALY 1) 2010-14-T8P3A43PHZ-10010000-00000000—
H-10-11 Coastalls 2008-1 21 BK3B01 POO-1 001 0000-0 0000000
H-10-01 Coagtall] 2010-14-12K3601 PO0-10010000-00000000——
HA0-H General Travel Y08 2009-14-GTRHTRVPOD.06S10000-0000000 -
H-A0-01 G’—m"u"l’"m"‘” FVBB-  3009-14-GTRNTRVFOD-10010000-00000000—
H-10-11 C—i- e":‘:r"_m"“' P08 20pg-14-GTRHTRYFOD-20010000-00000000—
He0-0 Ganerai Travel il 2010-14-HTRITRVPO0-06510000-00000000-

> Search for the label name or click on the Label to select that ACCS code to be the
default for the traveler.

Notes: Users may search on a full or partial label name. They may not search using the
classification code information.

Only the first 20 accounting codes will appear in alphabetical order by label name.

A default accounting should only be added to the traveler if they usually use that accounting for
all trips. If the traveler uses multiple ones throughout the year, you may want to skip this step.
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Step Action

6f | The Travel Prefs. & Membership tabs are only used if a traveler or group administrator

wishes to save information pertaining to their travel, such as aisle seating or hotel/car
membership programs.

PersonalData | Duty Station | Addresses | Phone#s | Account info.

Trawel Prefs.

Deliver to | Maiing [ e-Tieket? Agency &
Method MF—| claszs [ v
Type v
citizenship [ |44 Transmission | Aematic v
Passportiio. [ | special Instr |
epoate [ [
T T
Dep Airpart | Hotel #
Airline i Reom w
Seat * [ smoking? Bed l—"|
Location & Special Instr |

Meals w
Special Instr

" _Personal Data m Account Info. | Travel Prets.

Membershio Programs

| £t [Delets| Copy | _Type [ Vendor | Membership Number Program Hame Hame on Card Add

Membership g

Note: These tabs are for information only. They do not transfer to the Travel Management
Center.

6g | The Miscellaneous tab fields are entered by the Help Desk. This information pertains to
what Field Finance Branch and Bureau the traveler belongs to.

" PersonalData | Duty Station | Addresses | Phone#s | _Accountinfo. | Travel Prefs.

FFB #

BUREAU 14

6h | To save the changes:

» Click the Apply Changes Globally checkbox (Done ONLY IF this is to be the
saved as the default information for all future documents)

> Click the ssve] (Profile Changes) button (Done ONLY IF this information is to be
changed for this document only without the checkbox being checked)

For this Page you can:

[C] Apply Changes Gisbaly

| Save ImeIu Changes
Close | withaut Saving Profie Changes

The screen will save the information and the Document Summary screen will appear.
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Step

Action

7

The Document Summary screen is broken into different sections. You will have to use
the scroll bar on the right to view the other sections.

Document Summary for Travel Authorization 9KYBS0021

Quick Tip For this Document you can:
For specific nformation, cick on & Defads [ink, ou can sign and stamp your document from the Document Status
BECHON. [Era

© Document Status Current Status: CREATED Awmiting: Kyle Y. Bouider for Status: SIGHNED

Status To ADpl Signature PN Remarks

_Traveler Details Traweler ID: 000400010 Travelar Hame:  Hyle Boukder organization:  H-10-01

) Document Infarmation Ta%: 9KYBS00ZY Currency: US. Dotar Type:

urpose
3. TRANING ATTENDANRCE CHICAGO,IL 08/23/09 08/2509 209.00  £4.00 {050 1/09-05/30/09)

To attend training in Chicage, L

05267003 Lodging-Perliem Lodging 0.00 sovee
QBB UEE-PerDiem M&E 4500 OTHER
I° Other Authonzations Details Mo Special Authonizations
1 Accounting Details Accounting Total: 0.00

A roiing

=) Sponsor Datails Eponsor Expense Totak 0,00

Spons0r Amound

|6 Totals Details Total Reimbursable: B51.00

Amount

) Enter Comments Expand section to view or edit comments
Preset |
Top of page
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Step Action
7a | Each of the Section Names, such as Document Status or Expense Details, is clickable
and will take you to that screen. If there is data already entered in that area, the
information will show up below the Section Name.
To the left of the Section Names is an arrow @ that is clickable and will either expand or
shrink the section.
€ Expense Details Expense Total
-__
DE222009 H&:—:mmm M‘;‘:f"!‘ JIE.W ;THER
i R e e peni
e A e B0 omer
@E!]B_Ilﬁg_ll&lﬂi_l& Expense Total:
7b | Up at the top right of the screen is a Print link. This allows a preparer to print this
information out as it is shown on the screen. Itis NOT the official hard-copy document.
8

Click on ExpEnsez in the Document Toolbar to bring up the Edit/Enter Expenses screen
with M&IE and Lodging costs already filled in based upon what was entered on the
itinerary.

Edit/Enter Expenses for Travel Authorization: 9KYBS0021

Quick Tip For this Page you can:
Enter or edi expenses, Each ine bekw displays a different sxpenss, To edi expense details nal displayed beiow, b
clck the Detalls icon nexd to the expense description. To delete an expense, wse the chack box. Enter al and Display EXpress CHDense Screen
changes and chick Save. mors If'-ﬁ.l R
Search Criteria Raset IMl-lldDi'u

Expense Category | (A Expenses) v | Search I E Changes

Start Date = M it
endpate [ ([
Current Allocation Method: By Individual Expenses Currency: U5, Dollar
Expense Entry  Customize D Add Rows  Previl  Mestid
mw—lm
= = 320800 @ | covee
@ @ = =i [ e g B [oTHErR g3
By B =] = B 208.00 [@|sovee .
B2 B =) = [ me Bl E|oTHeR ~
B2 B = = B 208.00 [@ | sovee v
EE R E:] = =|EE ] B [oTrer ~
B = = B Blooc &
el 2003 | 5[z B B [oTrER 5
DR B s =~ 8 B| .
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Step

Action

8a

In the middle section of the screen you will see four links. The first time entering a
document, you will want to click on the Customize Display link.

A new window will open allowing you to change the number of lines of expenses
displayed on the screen. The default is 10. We suggest you change the 10 to 25 and
click Save.

= https:Hitmy9-training, rdc.noaa. ... g'l_ EJ

Enter the number of rows to l:llBI:lla!f?:'ll:l

_Save | Close |

The screen will refresh now displaying the number of lines you selected.

Notes: It is suggested not to do change it above 25 lines as it will affect how long it takes to
make changes or save. It could possibly also put the system in a perpetual loop where nothing
will be changed or saved.

This change is for the person creating the document. It is not associated to the traveler.

8b

The other links in that middle section will do the following:

Add Rows — Will add 5 more blank rows at the bottom of the screen
Prev # - Will go to the previous # of records (default is 10)
Next # - Will go to the next # of records (default is 10)

If you made a change to the number of rows to display the Previous & Next links will
show the number that was selected.

8c

The Search Criteria is something to be utilized more on the voucher side, as it “filters”
what is shown on the screen based off the expense category or Start/End date entered
and searched on.

Search Criteria

Expense Category | (Al Expenses) ol

Start Date

al ol

End Date
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Step

Action

8d

The actual expenses can be entered either by clicking the drop-down arrow to select
from the list of values:

06/23/2009
0642372009
06/23/2009
06/23/2009
06/23/2009
06/23/2009
067232009

1POC-Private Whcle

ZPOC-Al Mieage

JPOC-Private Plane

4POC-Al Mileage

SPOC-Private Motorcycle

Airline Flight

Airport Shuttle

ATM Fees pa

1 4

CO J 0 EC J EC I O

OR

Type in a value, which could have an option in the list of values or could not be part of
the list of values.

06/23/2009 [t |
06/23/2009 Taxi

THC Tranzaction Fees
06/23/2009 Train

06/23/2009 Travelers Check Fees

Notes: If an “ad-hoc™ value is entered into the field, the expense category will need to be chosen
from a list of values.

If the value is chosen from the list, the expense category and payment method will automatically
be populated.

A payment method should never be changed, EXCEPT for when an airline charge is actually
reimbursable to the traveler.

8e

In most expenses, the amount of the expense can be entered directly into the Cost field.
There are some exceptions. To get into the details of the expense, click on the Expense

Detail B icon, which can be found to the left of the Cost field.

| E
=l El
06/23/2009 |E2 1POC-Prvate Vhcle =] MILEAGE v E]
06/23/2009 [ Avine Fight [=][ COM. CARRIER ME!
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Step Action
8f | There are three costs that the detail area will need to be filled out:
» Mileage
» Airline Flight
» Lodging (for M&IE costs)
8f1 | Mileage details, will allow the preparer to enter the miles and the system will calculate

the total cost based upon the date (giving the correct mileage rate) and the number of
miles entered. This can be done on the General Details tab.

Expense Details for MILEAGE 06/23 /2009

Quick Tip For this page you can:
Wiew or edi all detaliz for ihis expense. Clck the tab to see the respective expense detals. To save Use | Expanse Desall Upzatss
changss fo expense defails, ciick the Use Expense Defad Updates button and on the main expense

BCMEEN, SAVE EXIENEES, M without Saving Expense Details
Expense Date|08/23,2008 | Payment Method | 0THER -
Expense 60510:25.25 E uso Reimbursable Taxable
Q”“‘""Y:m Rate [IEE | Vendor | d4
Expenze Calegory @) 1 Accounting Code | H-06-09/General Travel FYTS [» |
Expense Description@| E
Comments

The Mileage Details tab, allows the preparer to enter the details about the mileage — to
and from locations.

Expense Details for MILEAGE 06/23/2009

Quick Tip Far this page you can:
Wiew or adt all detaiis for this expense. Chck the 1ab to ses the respective expenae detals. To save Use | Expanze Detall Updates.
changes o expense defails, cick the Uses Expensa Delad Updates button and an the main expenss

ECresn, Save expenses. Close | without Saving Expense Detais
Fram Location
Ta Location |

Once you have the information entered, you will need to click Use (Expense Detail
Updates) button to take the information back to the Expenses screen.
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Step

Action

8f2

The Airline Flight details, will allow the preparer to enter specific information pertaining
to the airline, such as cost and class.

Expense Details for COM. CARRIER 06/23/2009
Quick Tip For this page you can:

Wiaw or edit all detalis for this expensze. Clok the 1ab t0 ses the respective expense detals. To save Use | expenze Detall Updates.
changes fo expense dedails, cick the Use Expense Defad Updates button and on the main expense
SCrean, Save expenses. Cose | withaut Saving Expense Detais

P enoral otits £
Expense Date |06/232008 | =6 Fayment Method | AGENCY CARD |
Expense Cnsto: E usD [ reimbursable Taxable
Quamiqr: Rate | | # Vendor |
Expense Category @ | Aeeounting Code | H-06-05/General Travel FY0E |
Expense Description | E

Comments

The cost can be entered on the General Details tab in the Expense Cost field or it can be
entered on the Ticketed Transportation Details tab, where the class can also be entered.

Expense Details for COM, CARRIER 06/23/2009
Quick Tip For this page you can:
Wiews or adt all detalis for this expenza. Clck the tab to ses the respectve expense detals. To save Lz Expense Detall Updatsa

changes 1o expense details, cick the Use Expense Delad Updates bulton and on the main éxpense
BOrRen, Save expenass, Qose | without Saving Expense Detais
Ticketed Transportation Details
Ticket Nod|Sze Atached Ticket 1 | DepartFrom | #
Dep Date EI Arrive At ﬂ
lssue Date | =
TicketDate 13312008 |55 Confirmation No |
Class |
Ticket Value ::}-:HZI ] Carrier
Contract Fara (0,00 ] Comtract Carrir

If entering the cost, do it in the Ticket Value field. By entering it there, the cost will
automatically fill in the Expense Cost field on the other tab. Ticket Number should be
filled in, which is usually entered on the voucher.

Once you have the information entered, you will need to click Use (Expense Detail
Updates) button to take the information back to the Expenses screen.
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8f3 | Anything concerning the Lodging or M&IE costs will need to be changed on the details
from the Lodging line.
The General Details tab allows the preparer to make changes to the lodging cost and
change it to an actual cost, by entering the cost in the Expense Cost field and using the
drop-down for the Expense Category to select Lodging - Actuals.
Expense Details for Lodging-PerDiem 06/25/2009
Quick Tip For this page you can:
Eﬁ%&i&ﬁ}ﬁﬂifi’il"ﬁ;E'zf.fﬂii.‘._‘Eﬂﬂ?ﬁ:fifﬁiﬁﬁ“ﬁ.iiﬂ?ﬁ:f? %.,- ‘*ﬂ:ﬂ:“'::“::';:mm
Expense Date @ =) Payment Method | GovoC w |
E.wcnse(:osto:mﬁ i1} @ USD allawed: 208.00 Reimbursable Taxable
Guantity | Rate | | 44 vendor | | #4
Expense Category Aveounting Code | H.06-09/Generzl Travel FY08 |
Expense Description E
Comments
The Lodging Details tab allows the preparer to enter conference allowance amounts
which affect the lodging costs. It also allows the preparer to enter leave data, which will
affect both lodging and M&IE costs. There’s also a place if any meals are provided or if
you need to override M&IE costs in general.
Expense Details for Lodging-PerDiem 06/25/2009
Quick Tip For this page you can:
View or edt all detals for this expense. Chck the 1ab to sea the respective expenae datala. To eave M Expense Detall Updates.
changes fo expense dedails, click the Uss Expenss Detai Updates button and an the main expense
EOTEEN, SEVE SRBNEESE. Qose | withaut Saving Expense Details
[[] conterence Allowance Leave Deta
Conferance % & None Hours
Conference Rate 0.00 o '
Conference Description 2 Nt
Sponsoring Agency O Other
Meals Provided N
M&IE Override
[[] Breakfast Quarters|
DlLunen M&IE Amounl:
[ pinner -
Once you have the information entered, you will need to click Use (Expense Detail
Updates) button to take the information back to the Expenses screen.
8g | Any additions not saved will not be saved if your screen refreshes — like clicking next or

changing your display. There is not an automatic save to this screen.
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8h

Enter the following information on the Edit/Enter Expenses screen:

Airline Flight $225.00 (Class = Y)
TMC Transaction Fee $23.01

Rental Car $300.00
Gas-Rental/Govt Car $65.00

Parking Fees $30.00

Hotel Tax $50.00
1POC-Private Vhcle 73x4 = total mileage

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

Notes: If a transaction fee is reimbursable to the traveler, the Expense Category “Other’” must
be chosen.

It is better to over estimate than under estimate. If you under estimate to much, an amendment
may have to be done and approved prior to submitting the voucher.
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9

Click on Uther Authorizations iy the Document Toolbar to open up the Other
Authorizations screen.

Other Authorizations for 9KYBS0021

CQuick Tip
Sedact an Other Authorization from the Master List below to add to the Authorzation. more

Master List of Other Authorizations
ACTUAL EXPENEE
AN = DUTY DAY

ATTEMDANT TRAWEL MG VilTH EMPLAOYEE
AUTHORIFED ATW ADWVANCE NTE
AUTHORFED BUSHESS CALLS
COMNFERENCE ALLOWANGCE
ENDORSEMENT
EXCESS BAGGAGE
ExTRA AR OR Bal FARE
GOVT-OWHED VEHICLE AvallABLE
GROUP AUTHOREATION
INTERHATIOMAL CLEARANCE
JUSTFICATION FOR RENTAL CAR
ME&LS PROVIDED
HON ECONOIY CAR AUTHORIZED
HOM-CONTRACT AR FARE

T i T 1

PERATIINAL FLIGHT
OTHER (S&s remarks balaw)
OTHER AUTHORIFATION
bl | I

PAD By NOM-FEDERAL SOURCE
PER DEM LOCATION FOOTHOTES

PEASONAL DEVIATION-MNERARY/TRANS MODE
T4 A T

PRE-PAID EXPENSES AUTHORFED

PROFICIENCY FLIGHT

BENTAL CAR EXCEFTION AUTHORFED

TEMPORARY SE4

TEMPORARY SHORE

TRAVEL CASH ADVANCE

Other Authorizations

It gives the preparer the ability to put some specific authorization information to the
document by clicking on the other authorization link (i.e. authorized business calls) to
add it to the document and then click on the link under the Other Authorizations to add
remarks to it. The other authorization on the hard copy will be under #5 and the remarks
will be under #8. Some of these authorizations get automatically added based upon the
expenses that were added (i.e. POV).

For this exercise, just verify that POV has been added as an “Other Authorization”
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10 | Click on #ceounting jn the Document Toolbar to open up the Available Accounting Code
screen.
Available Accounting Code for 9KYBS0021
Quick Tio
To s#iect an account code, click the label ink, To s&arch by kabel, type some of the kabel in the fisld and click the ﬁl New Accounting Code
Search bution. To retrieve all account codes wih the same label from all erge, type the entire label and click the
Réfrisve button, mors Back |  Confinue
Enter S5earch Criteria
Accounting Code | Search Retrieve
Master Accounting Code Chick Accounting Code Label to ndd to Document
Search Resulis Prev 20 Hext 20
H-10-1 1SKEDSD 2008 14- 13KEDSOPOD- 10010000 0O0O0000- - - - -
H-10-01 38R1E23 10 2010- 14- 3ERTEZIP00- 10010000- 0O000000- - - - -
#1001 ADWRCES 09 2005- 14 SOWRCESPO0- 10070000- 00000000- - - -~
H-10-01 SSWRCES 10 2010+ 14- 45WRCESPO0- 10010000 10000000- - - - -
He -1 ESNZATE 09 2008 14« ESNZATER00. 10010000- 00000000 « - « «
Accounting Code for SKYB 50021 Click an kem to editideicte i
N R S
& ks ¥ voeie
The first time going to the accounting for the traveler, even if you added a default
accounting for them, will not show up on this document. The changes for the accounting
you did on the traveler information will not take place until the next document.
10a | The Available Accounting Code screen is divided into the following sections:
» Enter Search Criteria
» Master Accounting Code
» Accounting Code for Document Name
It also has the ability for a preparer to Add a new accounting code to their document
and/or master list.
10b | The Search Criteria section allows a preparer to either:
Search on a full or partial label name against their master list
OR
Retrieve a code by the full label name from another organization
10c | The Master Accounting Code section will list all accounting codes that had been added

to the preparer’s organization.
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10d

The Accounting Code for Document Name section will list all accounting codes that
have been associated to this document. If a traveler was set up with a default accounting
prior to this document, that code will show at the bottom. If the traveler does not have a
default accounting, one will need to be selected from the Master Accounting Code
section or be added manually using the Add button.

Note: A preparer can add up to five different account codes to one document. With more than
one account code associated to the document, the preparer will have to allocate the costs to the
various codes.

10e

For this document, please find and select the label General Travel FY09

11

Click on Tetal=. in the Document Toolbar to open up the Total Details screen.

Total Details for 9KYBS0021

g Quick Tip For this Document you can:

Click the View Advances for Document nk bo add of updale an advance. mors D View Advances for Document

Currency: U.5. Dolar Back | Continue [
Total Estimated Expenses: 1,714.83
Computed Advance Authorized: 300.00
Advance Requested: 0,00

Expense Category Details

COM. CARRER AGENCY CARD H-10-01 General Travel Fv 0§ 225.00
LODGING TAX GOWVCT H-10-01 General Travel Fvog S0.00
Lodging-PerDiam GOVCT Ha10=01 General Travel FY 09 B27.00
MEE-FerDiam OTHER H-10-01 Ganaral Travel Y0 22400
MILEAGE OTHER H-10-01 General Travel Fv0§ 17082
OTHER TRAVEL OTHER H-10-01 General Travel Frog 30,00
RENTAL CAR GOVCT Hs1001 General Travel FY 09 300.00
TRANSACTION FEES AGEHCY CARD H-10-01 Ganaral Travel Fy 0§ 23.mM
TRANSPORT OTHER H-10-01 General Travel FY 0% G800

MEE-PerDiem 224.00
MILEAGE 17082
OTHER TRAVEL 30.00
TRANSPORT €5.00

1la

This screen is broken out into the following sections:

» Total Estimated Expenses & Advance Authorized
» Expense Category Details
» Expense Category Advance Details

11b

The Total Estimated Expense/Advance Authorized section is at the top. It will give the
preparer a total estimated amount of the authorization as well as the computed advance
amount that is authorized. This is all based off what had been entered for the travel
expenses.

1ic

The Expense Category Details section gives the preparer the totals using a breakout by
Expense Category, payment method and accounting.
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11d | The Expense Category Advance Details section gives the preparer a breakout of what
expense categories that were used to calculate the Advance Authorized total.
12 | Click on Preview Document jn the Document Toolbar to have a new window open with the
print preview of your travel document.
o https:/fitmv?-training. rdc. noaa. govicgi-binf S0itifdoc prep/preview. w?vsess =bou00104ipjdn b lkcDWhke - Windows Internet Ex... E|[E|
BNl & ¢l o € eoFn) /- H @ :
Tlesois0e 1A |poc Ne:  ekvBseoz1
LRZE 1 ** Read Privacy Act On Last Dage *+* TRAVEL & SKYBAOOZ21
1) NAME: Boulder, Kyle Y.  WNum: | *+e+-r00l0
ADDR: 123 Any Strest PHONE : 301-266-2345
MATL CD:
Rockville, MD 20854 ORG: H-10-01
TITLE:
DUTY: Ssrmantown, MD TZ: & SEC CLE:
RES: FRockwille, HD CARD: CARD HOLDER
HOURS: &8
FFE H BURERT 14
"2) TRAVEL A OKYBS0021  DATE: 10/01/2009  TYPE: 1-SINGLE-DOMESTIC
"3) TRAVEL DURDOSE: 3-TRAINING ATTEWDANCE
Teo attend training in Chicage, IL
"4) GENERAL ITINERRRY T
DATE TIME DEPARTED/ARRIVED LOCATICONS PER DIEM RATE
oe/23/2000 bRES: , T
0e/23,/2009 A_CHICRGO, IL 209/84
06 /26 /2009 D-CHICRGO, IL
08/26,/2009 E RES: ,
o) ommm avmeRzmaTIoNs o percoer v Y
Unkniown fone
12a | The document opens up in an Adobe PDF file. This give the preparer the ability to Print
or Save the document using the icons found on the Adobe Toolbar. ( = O )
Notes: Any system generated comments will not appear in section 8 of the document until after
the approving official has approved the document. This includes the purchase order (PO) &
CBA Obligation numbers.
You may print your document at this point, but you may have to reprint the document after the
approving official has approved the document. This is due to the requirement for the Travel
Management Center (i.e. AdTrav)to have the CBS Obligation number as well as Document
History Page that shows the approval in order to get the tickets issued.
12b | To close this preview, you may click the red “x” in the upper right hand corner. Just be

careful that if you had maximized the screen, you only single click the “x” otherwise you
may end your Travel Manager session prematurely.
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13 | Click on Perform Pre-Audits in the Document Toolbar to open up the Pre-Audit Results
screen.
Pre-Audit Results for 9KYBS0021
Quick Tip
Click the Magnifying Glase kcon to view detal comments for each audt process. morg Cloze | pre-Audit Resulis
Document Name: SKYBSI021 '
Type: T&
Traveler: Boulder, Kyl
Status: PASS
A ACCOUNT VALIDATION pass
[ anmenomenTs PASE
@ AMOUNT PAD TO TRAVELER PASS
[EX APPROVAL BY TRAVELER PASS
B\ noc coneersncs vALDATION PAZE
[ ooc Fv eno Processme PASS
@ DOC MILEAGE VALDATION PAZE
DOC PEOR YEAR PROCESSNG This document referénces PRIOR FISCAL YEAR accoun! g or dates.
@ UMIQUE TA NUMBER PASS
By vavpate vium PASS
Note: It is a good practice to verify there are no errors with your document prior to submitting it
for review and approval.
13a | The Pre-Audit Results screen will show the whole document status as well as the

individual audit processes the system is checking along with the status of those
processes. The processes are:

Blank or WARN = Warning
FAIL = Failure
PASS = Pass

A warning just gives preparer an idea that something is different with the document, but
will not stop the document from the signing/stamping process. A failure means that
something is wrong with the document or a process within the document. These failures
have to be fixed prior to the signing/stamping process. A pass lets the preparer know
that there were no issues with all of the Travel Manager audit process, so the document
is ready for the signing/stamping process.

FY 2010 41




Travel Manager 9.0 Training Exercises

Step

Action

14

Click on Becument Status in the Document Toolbar to open up the Status screen.

Status for 9KYBS0021

Quick Tip For this Document you can:

The Signature PH = case senaitive! more
Stamg | and Submit Document

| Back | Contirue |

Status to Apply | SIGNED v
Signature PIl |

Roazon |

Remarks

Document Routing Thig: k2 the rowting path the cunrent document wil take once routed

Document History

[E1

DateiTme alus Hame
10108 3 10PM CREATED Kyle . Boulder

14a

This screen is broken out into the following sections:

» Status to Apply/Signature PIN
» Document Routing
» Document History

14b

The Status to Apply/Signature PIN section will automatically select the proper status,
which in this case should be signed. The preparer would then enter their signature PIN
in that field and then click the Stamp button.

Note: The Status to Apply would only have to be selected if making a change after the initial
document had been submitted for routing.

l4c

The Document Routing section shows the routing that needs to be accomplished. From
the creation of the document, it will only show the name of the person who needs to sign
the document, which will be the one who prepared it. Once the document has been
stamped signed the routing list for reviewers/approvers will then show based upon the
criteria set up in the routing lists.

14d

The Document History section shows every status that the document has gone through.
This includes any amendments or adjustments as well as the following statuses:

CREATED
SIGNED
REVIEWED
PROCESSED
APPROVED
DATALINKED
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Note: All statuses are in the past tense, whether they have been done or not. If you do not see a
status you think should be in the history, it may be because the status has not been stamped yet,
so check the Document Routing section.
14e | » Enter your Signature PIN
» Enter your Remarks
» Click the _#ame_(and Submit Document) button
The Pre-Audit Results for Document # screen appears:
Pre-Audit Results for 9KYBS0021
Quick Tip For this Document you can:
Q Click the: Magnifying Gass icon to view detall comments for ach audk procees. more Comlinue Stlmuingtlcﬂuc:umnt
Document Name: S¥YBI0021 Caneel | pro-Audi Resubs
Type: TA
Traveler: Boulder, Kyle
Status: PASS
Pre-Audit Results
By account vauoamon PAZS
[B amenomenTs PASS
(B AMOUNT BAD TO TRAVELER FASS
[B aprROVAL BY TRAVELER PASS
[ poc conFeRsncs vALDATION PASS
[% poc Fv eno FRocessG PASS
@ DQC MILEAGE WALDATION PASS
@- DOC PRIOR YEAR PROCESSING This document reféréncés PRIOR FIECAL YEAR accounting or dates
[ uraue a4 numazR RASS
[B varoare vium PAZS
14f | > Verify the document status is PASS

» Click the = Continue |(Stamping the 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 screen where a message toward the bottom stating
and email has been sent to “email address”.

Home

Quick Tip
Wiskome to Travel Manager. Chck the "mare” ink in Last Documénts 1o go to Open Documant Pags, Cick the "mars™ ink n Review Documant b open REview

Document Page. Chck the Decument icon to open the document. mere

Last Documents more Documents to review  more
| Type |  Traveler |  Documentbame | DepDate [ inUse | m—
BTA 000200010 SKYBS0021 082309 |_|,r 000400010 SKYBLIO D20
BTA 000400010 SKYBS0002 RIS
Messages:

« Email has been sent ta:Jonathan Wolfi@noaa gov
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Notes: An email will be sent to the first level of review/approval set up in the routing. If there
are 3 people that have been set up in the routing list, you will see all of their emails listed on this
screen.

Until the document has been approved, a preparer may go back in and adjust the document. If
that happens, the preparer will have to re-stamp the document signed for the changes to go
through the routing process.

Note: For TRAINING PURPOSES ONLY - the routing/approval/DATALINK
process can not be completed in the training environment. To be able to create a
voucher from authorization in the training environment, the status must be set to

“Complete.”

15 | From the Home screen click on the Open Document [ icon which will take you to the
Open Document Signature screen.

Open Document Signature

s

The Signaturs PN & cass sensiive! more Sign | to Review Document ‘
signature for Mjustmanl: E[ Decument &5 View-Only
Reason | w Cancal | Cpening Document

Notes: On this screen a user has the ability to either sign in to edit the document (which includes
stamping in the electronic process) or to Get the document to view it only.

User should not be clicking the SIGN button just to view information, including where the
document is in the routing process.
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15a | » Enter your Signature PIN
» Click the 5= (to Review Document) button
The Document Summary screen appears.
» Click Documentinformation in the Document Toolbar to open up the Document
Information screen.
» Click on the Trip Information tab
In the comments section:
> Enter CBA OBLIGATION #:00191674 Organization 1D:142002 TRAVELER
PO#:00191673
» Click the sa=ve|(Changes to Document Information) button
» Click Becument Status. jn the Document Toolbar to open up the Status screen.
Status for 9KYBS0021
15b g Quick Tip _ For this Document you can:
The Signature PIN ks case sensitive? mere ﬂﬂ'p ared Subik Dacument
Adjustments | oo ads
Back | _Continue |
Status to Apply | AFPROVED b _
Document History
iov109327Ps SN K Y. Bk
» Change the status to Completed
» Enter your Signature PIN
» Enter your Remarks
> Click the Stamp (and Submit Document) button
15c | The Pre-Audit Results for Document # screen appears.

» Verify the document status is PASS
» Click the = Continue |(Stamping the Document) button

You will be taken back to the Home screen.
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Notes: A preparer in PRODUCTION should NOT set any authorization with the status of
completed. This step is only for training purposes.

A preparer should only open the document up using their Signature PIN is if they are doing an
adjustment or amendment. Otherwise the preparer should only use the GET button. That will
bring the document up in VIEW ONLY mode.
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