Travel Manager 9.0 Training Exercises

Exercise #2b: Create Travel Voucher from Existing Travel Authorization

Objectives: e Create a Travel Voucher from an Existing Travel Authorization

Notes: This exercise covers how to create a travel voucher using trip and expense information
from an existing authorization.

To create the voucher, fill in any trip details that were unavailable in the authorization
such as ticket information, miscellaneous expenses, and lodging costs (if different than
the per diem rate), but be careful you do not go over the threshold limits- otherwise
you will have to amend the authorization prior to creating the voucher.

Use the Travel Authorization number from Exercise 2a

Instructions: Execute the following steps:

You have just returned from a training class that was held in Chicago, IL. You need to create a
travel voucher from the existing travel authorization. You left your residence on June 23" and
came back on June 26™. A family member dropped you off and picked you up from the airport.
Your costs included the following:

E-Ticket #£7S8DJ02LDK3E2210 issued June 20" for $225.00
Transaction Fee $23.01

Hotel - $198.99/night

Hotel Tax - $16.57/night

POV - 73 miles one way to airport
Parking - $10/night

Rental Car - $256.34

Gas - $55.45

Step Action

1 | From the Home page:

» Click Create New Decument from the Document Toolbar
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Step Action
2a | The New Document screen appears.
For a Traveler, the information for the Vendor Number and Traveler name will
automatically fill in. However, you will want to select yourself again using the Lookup
icon # for the TAs to show up properly.
New Document
g Quick Tip For this Document you can:
To select a traveler, click on the: WHum or Traveler Mame leokup bution. more )
Wurmif 0004-00010 | e
Traveler Name . ) MW“’“'“‘MW
o st v and ek oosor) i) Boulder, Kyle ]
Document Type D) v
» Click on the Document Type drop-down listing and select TV from TA
> Click the Create | (this Document) button
2al | If the Lookup icon was not used prior to selecting the document type, you will receive
the following screen:
New Document
Quick Tip For this Decument you can:
T szlect a fraveler, click on the WHum or Traveter Hame lockup butien. mere
@31“! rity 15 set up such that you have agcess to your own documents gnly. —Ililla Coqms!
Vi © y # Add Traveler | o Travel Manager
Traveler Name r .
o Betpameand iickioshap] ) #
Document Search (TV From TA)
Ho documents found fer the traveler with ssn
2a2

You will then need to click the Lookup icon #

Enter Search Criteria

VHum/ Seanch |

Cearch Results Chck on an erilry 1o select |

Qn04-00010 Baukder Kyle Y

> Click on the VNum link
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Step Action
2a3 | The New Document screen appears with your traveler’s name and vendor number filled
in.
New Document
g TQL-‘::‘B;‘P! e, Chick o the: Vi Ti lar Hame oKD Bt Fﬂmkmmammmm
Trmztcr‘:::::o.lxlnmm:. . “ ﬁmzimulmmw
ottt v sad ek nosapd ) Boulder, Kyle'Y ]
Document l'rpeol |
» Click on the Document Type drop-down listing and select TV from TA
> Click the Create | (this Document) button
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.

Mew Document

Quick Tip
To sek=ct a traveler, chck on the WHum ar Travelsr Hame lbokup buflon, mare

VHumiD [
Traveber Name
Enter bk parvs and <lick laskap] ﬁ
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Step Action
2bl | 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
WHum Search
Search Results Clck on an entry fo select &
Eearch Resulis Prev 20 Hext 20
0004-00001 Boulder Pam &
Q004-00002 Boulder James A
Qoo4-00a03 Boukder Phylis H
0004-00004 Boukder Helam E
0004-00005 Boulder Jehn a
Q004-00006 Boulder Tod Q
Quo4-Qoany Boukdear Donald Q
0004-00005 Boulder Eleanor L
0004-00008 Boulder Sacey T
Q004-00a10 Boulder Kyle Y
QoQ4-0n011 Boulder 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| Boulder Seanch
Search Results Chck on &n enlry 1o 2slect
Search Results Prgl.r EE ITEJ!'I‘ EE
Boulder Carly Y Q0s-00071
Boulder Darin & [O04-00028
Boulder James A 000<4-00002
Boulder Mockenzie A 0902-00013
Boulder Nadine A 000400015
Boulder Pam & [o04-00001
Boulder Tayna A 000<-0002E
Boulder VWarren A 0002-00026
Soulder Deanna E Q0s-0o02
Boulder Helen E [004-00004
In either case, click on the VNum to select your traveler.
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Step Action
2b2 | 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 selsct a travaler, cick on the: WHum or Travielar Name ieokup bution. more
ey Create Imia Dacumsnt
Trmztcr"am:o.&“ Mmemumw
ottt v sad ek nosapd ) Boulder, Kyle'Y ]
Document Trpeo:—v'
» Click on the Document Type drop-down listing and select TV from TA
> Click the Create | (this Document) button
2C

The screen will split and at the bottom all DATALINKED authorizations will appear to
select from.

New Document

Cusck Tip

Fer this Document you can:
To gslect a traveler, click on the VNum or Traveler Names lﬂﬂh.lp bution. more =
- . redle ImlaDoourmﬂt
utmmo.ggmmw- | &%
Traveler Nome ——————— Add Traveler | 4o Travel Managsr
Enter bzt wame wned <lich bootns) ()| Boulder, Kyle Y A
Document Type @ TV From TA -

Document Search (TV From TA)

Document List Chick on an enlry 1o select |
Traveler: Kyle Boulder

| 7wee | Oocumentbame | Deplae | staws | nlsa |
B TA SKvYB20001 06722009 COMPLETED

B e SKYBS0021 varRas COMPLETED

> Click the Open B icon of the authorization going to create the voucher (i.e. Exercise
#2a’s number)
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Step

Action

3a

The Document Information screen appears with the Document Information tab
highlighted and fields displaying what had been entered on the authorization.

Document Information

Buick Tip For this Document you can:
Enter or eqit the genaral documant nfermation. If the i & trip Dased document, click the Trio Infermatien tak (o egtiview ooument
fhe trip informstion. Autharizations Veuchers Localouchers -z

Cancel |

Traveler Name:  Kyle Boulder

Document Type @ TV
Document Hame @ | SKYBSI02

Report Date @ 10012008 | [
Tax @ svasooz
Sponsored Travel
Currenty | U5 Dolar |
Type Code @ 1-SINGLEDOMESTIC » |
Purpose Code @ | 1TRAINING ATTENDANCE  »

Document Deseription @ (10 _:oend craining in Chicags, I

Docurmant Datault Accounting Code [General Travel Fr09 #4
Default Accounting Code Org |H-1001

» Verify all information is correct and make changes where necessary
» Click the Trip Information tab

3b

Document Information

Quick Tip For this Document you can:

Enter or et the general documeant infoermation. If th s & trip based gocument, click the Trip Information tak ie edtiview Create | Document
the trip Rformation. Autharizations Vouchers Local/ouchers Q

Cancel |
Traveler Hame:  Kyle Boulder
Trip No 1
gegin Travel @ 0572372008 | 2 Depart [RES: . | Depart Seieetion | v
End Travel @ [06262008 | [ Return |RES:. | Return setection
Trip Duration | Muliiple deys w
CEA OSLIGRTICH #:001L31&74 Crganizaticn
Comments |ID:142002 TRAVELER BOS:-00191£72 Proadd
ltinerary Locations
Replace ALL loaging and MSIE information Create additional rows
|
062309 = (06263 = [CHIGAGOIL searchdh O
' = | = | lsearendh O
= [ |searendh 0
=) = |searchd O
= = |searcndlh (]

» Verify all information is correct and make changes where necessary
» Click the | create button

Note: The comments section will now have the CBA Obligation and PO#s listed at the top of any
other comments.
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Step

Action

4

The Document Information screen still appears but the Document Toolbar now has
different options available. 1t will also show your Document Name & TA#.

> Click on ExpEn=es jn the Document Toolbar to bring up the Edit/Enter Expenses
screen with the expenses and costs that were entered on the authorization. The only
difference is that the Lodging Costs will now be zero dollar amounts because the
actual cost will need to be added for the voucher.

Edit/Enter Expenses for Travel Voucher: 9KYBS0021

Quick Tip For this Page you can:
Enter or edi expenses. Each ine below dizplays a different expense. To edi expense defalls not displayed below, e
click the Details icon nexd (o the expense description, To delele an expense, use the chack box, Enter sl exp and Display Express Expense Screen
changes and click Save. pore

Expenze Changes

Reset | aLodgng

Expense Category | (M Experaes) b Clear | Changes

Start Date 1?] _IM _ICNIM

End Date =
Current Allocation Method: By Individual Expenses Currency: U5, Dollar

Expense Entry  Customize Display

AGENCY CAF

0 B B |waoe [ e fgt []|com.carriErR =| B0 &
0O fa B |eaan [ Hotel T (=] | LODGING TAX » [# 50.00 GOWCC
Fa B = = B oo GONCC
By B = = |EE 5] OTHER
0 B3 B |ewaen [EE1R0Civate Vhoe [=]| MILEAGE » B 17082 OTHER
0 B3 B (232003 [EE|Paking Fees ]|0THER TRA&VEL »| [F3000 OTHER
0 B3 B |2 [EE Re Ca [=]|RENTALCAR w [ 300.00 GONEC
0O By | B [ee232003 [EE[TMC Trnsaction Fees [=]| TRANSACTION FEES | [ 23.01 AGENCY CAR
0 B3 B |20 [FFGesRetal Gov Car [=]| TRANSFORT » B0 OTHER
ﬁa B IE E oo GOVCC v
3 »
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Step

Action

5a

» Click on the Expense Detail E] icon, which can be found to the left of the Cost field
for the Airline Flight.

» Click on the Ticketed Transportation Details tab

Expense Details for COM. CARRIER 06/23 /2009

Quick Tip For this page you can:

Wiew or edt all detalis for this expense. Clhok the 18k to se@ the respective expense detads. To save Use | Expanze Detall Updates

changes 1o expense dedails, chick the Use Expense Detail Updates button and on the main expense

BCrean, Save cxpenaes. Close | without Saving Expense Detais

Ticketed Transportation Details
Ticket Nof| Sze Atached Ticke: 1 | DepartFrom | #
DepDate 06232005 | Arrive At 4
lssue Date | iz
Ticket Date  [03/01/2008 | =) Confirmation Ho |
Class |¥
Ticket Value  [225.00 _ Carrier
ContractFare  [0.00 | Contract Carrier

» Enter the Ticket Number in the Ticket No field
> Enter the Issue Date
» Click the us=e (Expense Detail Updates)button

Note: It is a good practice to click the Save (Expense Changes) button every time you make a
change on the Expense screen. This screen does not do any automatic saving. So if you click a

link that refreshes the screen or move to another screen and had not saved your changes, they
will be lost.

5b

» Click on the Expense Detalil E] icon, which can be found to the left of the Cost field
for the 1POC — Private Vhcle.

Expense Details for MILEAGE 06/23 /2009

Quick Tip For this page you can:

iew or edt all detalis for thia expense. Chok the tab to ses the respective expense detals. To save e | Expanze Detall Updates
changes o expense defails, cick the Use Expense Detail Updates button and an the main éxpense

BCrean, Save expenaes, Qose | without Saving Expenze Detaiis
L
Expense Datedd|6/23:2005 | 55 Payment Method | 0THER |
Expense CusTlD:ﬂE- 82 El uso Reimburzable Taxable
Quantity | 232 Rate | 595 | vendor | |
Expenze Category )| | Aceounting Code | H-06-08/General Trawel FYT3 |
Expense Description | B

Comments

» Divide the number in the Quantity field by 2 and enter that amount in the field
» Click the ue (Expense Detail Updates)button
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Step

Action

5b1

Then from the Edit/Enter Expenses for Travel Voucher screen,

» Click on the Copy Expense EE) icon for the Private Vehicle expense, which can be
found to the left of the Date field.
>

0 By 06/23/2009 |8 1POC-Private Vhele [=][MILEAGE |+ B 2541

This will copy this expense to the first available blank line.
E3 | E|
OO0 By 06/23/2008 |F8] 1POC-Privats Vhcle [=]| MILEAGE v 3 s5.41

Change the date from the beginning of the trip to the end.
R 062612009 1POC-Private Vhele =1/ MILEAGE |+ Ella5.41

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

Notes: This copy feature should be used when there is an expense where the dates are not
consecutive (e.g. Mon, Wed, Fri)

Using the copy feature for expenses that have details to them, such as the POV expenses, the
preparer will have to go into the details again to make sure the details — such as quantity and
rate fields have been filled out, otherwise a failure on the pre-audits will happen.

There is currently an issue with the copy feature in that the line you copy it makes it non-
reimbursable. So please do not use the copy feature for the time being.
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Step Action

5¢ | The Search Criteria can be used when trying to search for a particular expense.
However, users need to be aware that the search is on the expense category not
description.

Search Criteria

Expense Category | (Al Expenses) ¥
Start Date El
End Date =l

» Click the drop-down arrow and select the category for Lodging Description (i.e.
Lodging-PerDiem)
» Click Search

Search Criteria m Al Lodging |
Expense Category | Ladging-Perlhiem x| ﬁ Changes
Start Date = E Cadias
End Date =

Current Allecation Method: By Individual Expenszes Currency: U, 5. Dollar

EE‘I B | ic: II Bio.0o [ [covee -
g B | = = Biooo | covee ~
By B = = Ejooo [H [Govee ¥
B2 B | = = il Bcovc -

This will filter the expenses to only show those expenses you searched on, in this case
Lodging.
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Step

Action

5cl

» On the first lodging line enter the cost for the hotel (i.e. 198.99)
» Using the scroll bar on the bottom, scroll to the right

| Ewpenmalescrighon | ExpenssCategory | | Cost | PaymentMethod | Copy Through
Ll =] Bi1sesd I [covee v I

In the Copy Through field, enter the last date lodging is allowed (i.e. 06/25/2009)

| ExpenseDescrighon [ EwpenaeCategory | | Cost | PaymentMethod | Copy Throug
| = R152.59 [ [Goves | 06250 |

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

| Detete | Copy (femize|  Date | ExpenseDescripion | ExpenseCategory | | Cost |
B B = 5 Bise®m |
{2 ' =] = EEED
{3 _ =] = Bhsess |
By B ] = B

The system will automatically copy the cost through the date entered.

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

Notes: This Copy Through feature should only be used if the dates are consecutive (i.e. Mon,
Tue, Wed)

For Lodging costs, the system automatically knows that the traveler does not get lodging on the
last day of the trip, so even if you had entered the last day of the trip, the 0.00 would override the
copy through. This only works for the lodging line.

If you decide to utilize the calendar feature, make sure that you have the correct dates (including
year) selected. The calendar defaults to the current system date and the system will not validate
at the time of copying data whether the dates are accurate.

5¢2

To bring back all expenses:

» Click the Expense Category drop-down listing in the Search Criteria section
» Select (All Expenses)
» Click Search
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Step Action
5d | > Update the cost for June 23" parking fees.
» Utilize the search capability to only bring up that line.
» Use the Copy Through feature for the parking and make the date through June 26.
» Click the [save| (Expense Changes) button when completed
Fxptn.-c FI'I*I')I Cisstomize Display
I-—_-ﬂ:':ﬂl-ﬁ-
O By B [eeza2009 [ Parking Foes [=]| OTHER TRAVEL [+ R 10.00
O By B oe222009 [ Parking Foes [=]| OTHER TRAVEL [+ @ 10.00
O By B (06252009 [T Parking Fees [=][ OTHER TRAVEL [+ [R10.00
O By B [oez62008 [ Parking Fees [=][OTHER TRAVEL [+ B 10.00
5d1 | Upon doing that you realize that doing the Copy Through feature you entered an
incorrect date. To remove that line:
» Click the checkbox of the line you wish to delete
[|Deicte|Copylbemize | Dats | BxpenseDescripten | BxpenssCategory || Cost
O By B (06222009 [ Parking Fecs [=][ OTHER TRAVEL [» [ 10.00 |
O By B 06242009 [ Parking Foes [=][ OTHER TRAVEL [+ [ 10.00 |
O By B 06252009 [ Parking Foes [=][ OTHER TRAVEL ~ [R10.00 |
By B |ezs2009 [ Parking Fees [=][ OTHER TRAVEL [+ [ 10.00 |
» Click the [save (Expense Changes) button when completed
Expense Entry  Customize Displs Ag
I-Em-—_-:l:ﬂﬂl-ﬁ-
O By B [e232009 [T]Parking Fees [=][ OTHER TRAVEL 21000
O By B 06262009 [[5]Parking Fees [=][ OTHER TRAVEL |+ 3 10.00
O By B 06252009 [ Parking Fees [=][ OTHER TRAVEL [+ 2 10.00
O By B ez [ =~ £
The incorrect line is now deleted.
Note: There is no way to delete multiple lines at a time. Each line will have to be checked and
before going to another page, you will have to save in order for the deletions to take effect.
5e | Enter the rest of the costs for the voucher by breaking the costs out for each days of the
trip as specified at the beginning of the exercise.
Note: Just a reminder — Rental Car and Gas costs are usually on the last day of the trip.
6 | Click on Aczeunting in the Document Toolbar to open up the Available Accounting Code

page. Verify there is one there. Any changes to the accounting would have to be made
as an amendment to the authorization. This means if the voucher had already been
created it would have to be deleted prior to making the amendment to the authorization.
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Step Action

7 | Click on Tetal= in the Document Toolbar to open up the Total Details page.

Total Details for 9KYBS002 1

Quick Tip For this Decument you can:
If necessary, enter changes ond chick OK. mare Edit Advances I,d.ppﬁen
Save & Calcuate |Tmla

M' Continue

Currency: U.5. Dolar

Expensze Summary

Total Expenses: 1631.20
Total Hon-reimbursable Expenses. 24801
Total Relmburzable Expenses: 138328
Agvance Quistanding: ::} W

Advance Applied 000 oo
Total Relmbursabla Amount: 138329

Charge Card Reconcilation

All Amounts Reimbursable Amounts

Rzimibursable Charge Card Expenses: 2002 gpz02
Han-Reimbursable Charge Card Expenses: 245
Total Charge Card Expenses: 1,151.03 gpz.02
Charge Card ATM Advance Taken: 0og 000
Total Amount On Charge Card: 1,151.03 80302
Additianal Fayment to Charge Card: 000
Maximum Charge Card Reimbursement: B803.02

(Actual reimbursement may be different)
Reimbursement Summary
Actual Charge Card Reimbursement: S03.02
Traveler Reimbursement:

(Due From Traveler if negative) #8023
Total Amount Reimbursed: 1,38329

1 COM. CARRER AGENCY CARD H-10-01 General Travel FY0% 225.00
1 LODGHG TAX GOVICC H-10-01 Ganeral Travel FY0Y 48.71
1 Ledging-FerDiem GOVEC H-10-01 General Travel Frog 58697
1 MEIE-Perlem OTHER H-10-01 General Travel Fyi§ 22400
1 MILEAGE OTHER H-10-01 General Travel 0% 170.62
1 OTHER TRAVEL OTHER H-10-01 General Travel FYDY 30.00
1 RENTAL CAR GOVICC H-10-01 Ganaral Travel Frog 286.34
1 TRANSACTION FEES AGENCY CARD H-10-01 General Travel Fyi§ 23
1 TRANZRORT OTHER H-10-01 General Travel FyD% 5545

7a | The Total Details screen for a voucher looks different than an authorization. It has the
following sections:

Expense Summary

Charge Card Reconciliation
Reimbursement Summary
Expense Category Details

YV YY
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Step Action
7b | The Expense Summary section gives the preparer a quick look at the total expenses,
total-non reimbursable expenses (usually airfare/transaction fee) and total reimbursable
expenses.
It also includes an area that allows the preparer to include any advance amounts. This
amount would then be deducted from the total reimbursable expenses to give you the
total due back to the traveler in the Total Reimbursable Amount.
Expense Jummany
Total Expenses: 1,631.30
Taobal Hon-reimbursable Expenses 248 M
Total Relmbursable Expenses: 138228
Advance Quisianding: :D w0
fdvance Lpplisd 0.00 0.00
Total Relmbursable Amount: 1,363.28
7bl | To add an advance amount to the voucher:

» Enter the advance amount in the Advance Outstanding field

Agvance Outstanding: [500.00
Advance Applisd @00 @00
Total Reimbursable Amount: 1,383.28

» Click the Edt advances (Applied) button

This will take to you to the Advances for Document Name screen
Advances for 9KYBS0021

Quick Tip For this Document you can:
To enber an advance, ciick Add. Existing advances can be edited (Pencil ison) or deleted (X ison). mode
Add | addtonal Advances

Close | sdvances Screen

Advances for Current Document Click on an bem to edit or delste £

Note: The amount must be entered into the field prior to adding the accounting code; otherwise
the advance will not be deducted.
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Travel Manager 9.0

Step

Action

7b2 | » Click the Add (Additional Advances) button

This will take you to the Available Accounting Code for Document Name screen.

Available Accounting Code for 9KYBS0021

Quick Tip

To gelect an account code, Chick the labal ink. To search by label, type asme of the labal in the Tield and cick the Close | Advance
Search bublon, To retrieve all account codes with the same Isbel from all crgs, type the entire label and click the
Retrigve button. morg Back | Conlinue

H-10-01 ABKERSD 2008 14- 18KEDSAP00- 10010000- 00000000 - - - -
H-10-01 JER1B2310 2010- 14- 3ZRIBZ3P0O0- 10010000- 00000000 - - - -

7b3

From that screen, you will need to choose an accounting on which the advance had been
taken from. This is done by clicking the label name so the accounting appears in the
Advance Accounting Code Codes for Current Document section.

Click an item 10 adl or delete il

Advance Accounting Code Codes for Current Document

oo Joe  Jwe  [wow  fomemwn  Jme

& ¥ vons-00010 100E BOTH S00.00 H-10-01 General Travel Fy' 03

» Click the Qese | (Advance) button when finished selecting the accounting for the
advance.

Note: The system will allow you to select multiple accounting codes; however, it will only apply
the advance to the first accounting that was added.

7b4

This will take to you to the Advances for Document Name screen but now you will
have the accounting you selected showing.

Advances for 9KYBS0021

For this Document you can:

Quick Tip
% To enter an advance, click Add. Exisling advances can be ediled (Pencil ion) or dekted (X on). mole
Add | Addiional Advances
Qlose | advances Screen

Chick on an item to edit or delete &

Advances for Current Document
roveer _________[oote_____Jnwpe ___Jamount __Jorganization _____JAccounting Code
;? xnﬂﬂﬂ-ﬂﬂmﬂ 1002109 BOTH S00.00 H10-01 General Travel Y08

» Click the Clese | (Advances Screen) button

61
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Step

Action

7b5

This will take you back to the Total Details screen and under the Expense Summary
section you will now see that the amount you entered on the Advance Outstanding field
will now have been deducted against the total reimbursable expenses so less money is
due back to the traveler — because they took an advance against their reimbursement.

Total Relmbursable Expenses: 1,382.28
Advance Quistanding: :5—‘33 0o

Advancs Applisd S00.00 S00.00
Total Relmbursable Amount: 6329

1c

The Charge Card Reconciliation section just gives the preparer an idea of what charges
from the expense screen should have been charged to the charge card (i.e. hotel). It also
lists the expenses that are non-reimbursable back to the traveler (i.e. airline/fees).

There is no automatic payment set up to the traveler’s card, so this is just for information
only. It also only shows based off what was entered into the expenses what the system
things was charged on the charge card. It does not calculate costs outside of that in this
section, like M&IE.

7d

The Reimbursement Summary gives the preparer a summary of the other two sections.
It lists what money should be reimbursed to the charge card as well as what money
should be reimbursed back to the traveler. It then adds those two things together for the
total reimbursement back to the traveler.

Since nothing has been set up in the system to actually pay the charge card, the full
amount of the Total Amount Reimbursed, will be sent to the traveler, as they are
responsible for paying their charge card.

Te

The Expense Category Details section lists the expenses by category and accounting.
This section also lists the costs by trip number. Trip numbers are important when doing
a constructed voucher.
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Step

Action

8

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

= https:/fitmy3-training. rdc. noaa. govicai-binf20itildocprep/preview.w?vsess ~bau0010TaszlafHkdaoWa - Windows Internet Ex... E||E|g|
W odr B v B) oo~ [ page - @ Teoks - @ B B

SReND P e B Kool /2 BHal

-
10/02/0% ™ T SKYB20021
PRGE 1 ** Read Privacy Act Cn Last Pags ** Travel Au SKYB2002Z1
1) HAME: Boulder, Kyle Y. VTum : wAEw_wQOL0O
ADDRE: 123 Any Street PHOHNE - I01-E66-2345
MAIL CD:
Rockwille, MD 20254 ORG: H-10-01
TITLE:
DUTY : Germantown, MD TZ: & SEC CLE:
RES: FRockwville, MD CARD: CARD HOLDER
HOURS: 2
FFB H BURERD 14
2) FRCM TO TRAVEL TA DATE TREIP PURFOSE TRIP TYPE

10/01/0% 3I-TRAINING ATTENDANCE 1-SINGLE-DO

3} GTR/TICEET HO VALOR R CLE CATE FROM i)

Ses Attached Ticket 1 225.00

4) meCT TRIF 1 |} FINANCE OFFICE
_______________________________________________________________________________________ 1
Gemeral Travel FY03 1,831.30]

2009- 13- CTENTEVPO0-06 51 0000- 00000000 - - - - 1

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. ( & 2 )

8a

The traveler must sign this paper copy.

HET TO TRAVELER [GOVT) =s-sccssccccscscacccnans 1,383,229 |
T 5 e o
Copyright 19%8%-2008 Oeleoe Information Network GSD, Inc. (X
=============================================s====s=s=ss===================| TV N(:

I eertvify that this TV is true and correct to the best
of wy knowledge and belief, and that payment or credit haa | SECHEDULE HO:
not been received by me. I hereby assign the United States

any right I may have against any parties in connection, with CERTIFIED EBY:
reimbursable transportation charges described above, pur-

chaged under cash payment procedurss {41 CFR Part 301-10).

7] TRAVELER SIGHATURE DATE

FY 2010 63




Travel Manager 9.0 Training Exercises

Step Action
9 | Click on Perform Pre-Audit= in the Document Toolbar to open up the Pre-Audit Results
screen.
Pre-Audit Results for 9KYBS0021
Quick Tip
Chick the Magnifying Glass icon fo view detail comments for sach audid process. mors Cose [Pre-.\luuimesuns
Dacument Namea: SKYBS0021 .
Typa: TV
Traveler: Boulder, Kyle
Status: PASS
Pre-Audit Results
@. ACCOUNT VALIDATION PASS
@ AMOUNT PAD TO TRAVELER PASS
@. APPROVAL BY TRAVELER PASS
@ BLANKET AUTHOREZATION PASS
@. DOC CONFERENCE VALDATION PASS
@ DOC MLEAGE VALDATION PASS
[ poc Fre-raid Vouchers PASS
@ EXPENSES OUTSIDE TRIP DATES PASS
@. FUTURE TRIP DATES-VWCH PASS
& M TRAVEL STATUS PASS
& RECLAM DOCUMENTS PASS
&\-’.&LDATE VHUM PASS
Note: Pre-Audit Processes are different between authorizations and vouchers.
9a | 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.
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Travel Manager 9.0 Training Exercises

Step

Action

10a

Click on Becument Statuz in the Document Toolbar to open up the Status page.
If you are a group administrator and created the voucher this is what you will see:

Status for 9KYBS0021

Quick Tip For this Document you can:
The Signature PH is case sensiive’ mare
Stamp Iand Submil Document
_Back | _Continue |
Status to Apply | APPROVED bt

Signatura PIH
Reason | v

Remarks

This is the routing path the current document wil {ake onos routed

Document Routing

pore s Jlew |

Boulder, Kyle . SIGNED o

The status to apply will say approved, this is because the TRAVELER must be the one
who stamps the voucher SIGNED. You should now do the following steps:

» Close out the document

» Contact the traveler and have them review the hard copy

» If the voucher is alright have the traveler sign the hard copy and stamp the
electronic voucher signed
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Travel Manager 9.0 Training Exercises

Step Action

10b | If you are a traveler and have not created your voucher you will need to do the
following:

» Log into the system

» Go to your Review Queue

» Find the document to open and click on it
» Click on Document Status

Status for 9KYBS0021

Quick Tip For this Decument you can:
The Signaturs PR is cass sensifive! mare
Stamp Iand Submit Document
_Back | Continwe |
Status to Apply | SIGNED |
Signature P |
Relsonj el
Remarks

Document Routing This is: the routing path the cument document will taks onos routed
pispee ___________________________________Jses __________________Jlew |
Boulsar, Kyle v SIGHED o

» Enter your Signature PIN
» Enter your Remarks if any

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

10c | If you are a traveler and did create your voucher you will do the following once on the
Document Status screen:

Status for 9KYBS0021

Quick Tip For this Document you can:
The Signaturs PR is case sensitive! more
ﬂlanu Subit Document
Back | Confinue
Status to Apply | snED v
Signature PIt |
Reason: =]
Remarks

Document Routing This is the routing path the cument document will fake onces routed
T e =
Boulder, Kyle ¥ SIGHED ]

» Enter your Signature PIN
» Enter your Remarks if any

» Click the _#am¢_ (and Submit Document) button
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Travel Manager 9.0 Training Exercises

Step

Action

10d

The Pre-Audit Results for Document # screen appears.

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

Pre-Audit Results for 9KYBS0021

Quick Tip For this Document you can:
Click the Magnifying Glass icon to view detail comments for each audi process, more Continue | o
Document Name: 5Ky BS0021 Cancel | Pre-sudil Resuks
Typa: TV '

Traveler: Bouler, Kyl
Status: PASE

Pre-Audit Results:

[ AwPocess  [Eahs  [Commenss ]
B accounT vaLpaTon PASS
[E\ AMOUNT PAD To TRAVELER PASS
B4 speROVAL BY TRAVELER PAsS
[B\ BLANKET AUTHOREZATION PASS
B nac conrerghcs vaLpaTIoN PAsS
[E noc mLEAGE vALDATION pAsS
& poc pre-paid Vouchers PASS
[E4 ExpeNsES OUTSIDE TR DATES PASS
B4 FuTuzE TRIP DATESVCH PASS
[B i TRAvVEL sTATUS PASS
B4 recLam pocumenTs PasS
B vALDATE vium PASS

10e

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

Signature for 9KYBS0021
Quick Tip For this Document you can:
If you agree with the statement, click Accept, more Accept | signature Text

Cancel I&aﬂuhg

| cerify that thes wousher is true and comect to the best of my knewledge and befef, and that payment or crest has ot been recewved by me. | hereoy assign to the Uniies
Stales any right | may Rave agaist any panies n connection, with reimbursalie ransgonation charges descrbed above, purchased under cash payment orocedures (41
CFR Part 301-10), 1venify that | have all receipis necessary to support the claims in this voucher, Any exceptions are noted i the commends 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 screen where you will have a message that tells you
the email(s) of the person/people that a message was sent.

Home

Quick Tip
Welcome to Travel Manager. Chck the “more” ink in Lest Documents to go to Open Decument Page. Chck the "mere” Ink in Review Document to open Review
Documend Pags. Cick the Document icon to open the document. mors

Last Documents mare | Documents to review  more

[ Type | Traveler | Documenitame | DepDate [ inUse | Type [ Traveer [ Documenifisme | DepDai= [ inls= |
@ ™ 000400010 BEYBS00Z1 De2ang [a (&Y ooo400010 SEYBLION nnans
ET& 0oaa0CoIn FHYESIO0Z 0E0308

Messages:

« Email has been sent ta:Jonathan Wolf@noaa gov
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Travel Manager 9.0 Training Exercises

Step

Action

11

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

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

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

The Document Summary screen appears.

Change the status to Completed

Enter your Signature PIN

Enter your Remarks

Check the checkbox Stamp Without Adjustment
Click the . Stampand Beuts | hytton.

YVVVYY

The Pre-Audit Results for Document # screen appears.

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

Notes: A preparer in PRODUCTION should NOT set any voucher with the status of
completed — unless instructed otherwise. 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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