Travel Manager 9.0 Training Exercises

Exercise #2¢: Reclaim Travel Voucher
Obijectives: e Create a reclaim travel voucher

Notes: A reclaim travel voucher allows a traveler to claim an expense that was missing from
the original travel voucher.

The original TV must be in DATALINKED status prior to a reclaim being submitted.

Instructions: Execute the following steps:

After the travel voucher was submitted, approved and processed for the Chicago trip, you realize
that there were some expenses that were not submitted with the voucher. Since the voucher
status is DATALINKED, you will be able to submit these new expenses using the Reclaim
process.

Expenses Excluded from original TV:

6/23 Baggage Fee - $15.00
6/23 Internet Fee — $10.99
6/25 Internet Fee - $10.99

6/26 Baggage Fee - $15.00

Step Action

1 | From the Home page:

» 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. But remember to use the lookup icon to select yourself again.

New Document

g Quick Tip For this Document you can:

To select a braveler, chck an the WHum or Traveler Hame lbokup Bullon, mare
- . this D cument
VHum @ 100400010 | A
Traveler Name Add Traveler |mmmluanager
Eater bt pare snd <lick kokap) i@ | Bowlder, K’g"'& ki A
Document Typeif w

» Click on the Document Type drop-down listing and select RECLAIM
> 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

2d

The New Document screen appears with your traveler’s name and vendor number filled
in.

New Document

% ‘Quick Tip For this Document you can:
To select a traveler, click on the WVMum or Traveler Name lookup button. more
this Document
T —
Traveler Name Add Traveler |tn Travel Manager
(Enter lazt name and <lick lochup) @ #h

e —

» Click on the Document Type drop-down listing and select RECLAIM
> Click the Create | (this Document) button

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

Document Information
Quick Tip For this Document you can:
Enter or edit the general document information. If this k= a frip based document. click the Trip Infermation tab fo edibiview Create | Document

the trip information. Authorizations Wouchers Localouchers
_Cancel |

Traveler Name:  Kyle Boulder

Document Type @ RECLAN

Document Hame @ |
Report Date @ 10022008 | [

TarD |
sponsored Travel
Currency [ U5, Dallar & |
Type Code @ v
Purpose Code @ w
Decument Description @ :

Document Default Accounting Code Y
Detault Accounting Code Org

Note: The preparer will need to know the information from the original voucher.
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Step

Action

3a

Enter the following information on the Document Information tab:

Document Name = (Exercise #2b)R1

TA# = (Exercise #2b)

Type Code = RECLAIM

Purpose Code = 3-TRAINING ATTENDANCE

Document Description = reclaiming amounts excluded from initial voucher

YVVYVYYV

Document Information

Guick Tip For this Document you can:

Enter o edt the general document information. |f this is & trip besed document, click the Trip Information tab to edbiview T
the trip nformation. Authorizations Vouchers Lacalvouchers e
Cancel I

Traveler Name:  Kyle Boulder

Document Information

Document Type @ RECLAM
Document Hame © | SKYBSIOZ1RI

Report Date B 10022008 | [
Tar D |IKYBSI021
sponsored Travel
Currency | U5, Dollar (v |
Type Code @ RECLAIM « |
Purpose Code [+ L I-TRAINING ATTENDANCE |

Document Description © reclaiming amcunts excluded from original voucha:]

Document Default Accounting Code &
Default Accounting Code Org

Note: The document name can not be exactly the same as the original voucher so R1 is added to
show it is the first reclaim against that voucher number. The TA# field must contain the actual
voucher number for the system to know it is a valid voucher.
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Step Action

3b | Click on the Trip Information tab

Document Information

fuick Tip For this Document you can:
Enter or edt the general documant information. If this s a trip based document. click the Trip Information tab tn edithview T
the trip information. Authorizations Vouchers LocalVouchers e
_Cancel |
Traveler Hame:  Kyle Boulder
TrigHo 1
Begin Travel @ [l Depart Depart Selection | -
End Travel @ (= Return Return Selection | ]|
Trip Duration | Multiple deys W

Comments

_Proset |
Enter the following information:

Begin Travel = 06/23/##

Depart = RES

End Travel = 06/26/##

Return = RES

Comments (if any)

Click the _ceate | (Document) button

YVVVVYVYY

Notes: The system will not pull up the Itinerary Location portion of the screen for a reclaim
voucher.

If any per diem information needs to be added as reclaim expense, the preparer will have to
enter those expenses as ““ad-hoc’ ones.
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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 BxPEn=e= in the Document Toolbar to bring up the Edit/Enter Expenses
screen.
Edit/Enter Expenses for Redaim: 9KYBS0021R1
Quick Tip For this Page you can:
ik the Deta eon next o the expense cescrpton. To delle an expense, use he eheck o, Entor o cxpenses and | © Bisplay Express Expense Screen
changes and click Save. mers Save EKDQH&BCI‘III'IQB:&
=
Expense Category | (M Expanaes) - Back | Continue
Start Date =
End Date =
Current Allocation Method: By Individual Expenses Currency: U.S. Dallar
Expense Entry  Cust
I@ﬁﬁ“_?ml“_-
06/23/2008 [ E > 5] -
D [E [_’:j'mw?m[-'ﬁ'. =l o~ I'a‘l_ =] v
O B B [een = El~ B 5] -
O By B [z [ i~ & | -
O By B lwaze = o~ & = -
Note: The Enter/Edit Expenses screen will be blank with the default dates being for the
beginning of the trip.
4a | Enter the following information:

6/23 Baggage Fee - $15.00
6/23 Internet Fee — $10.99
6/25 Internet Fee - $10.99

6/26 Baggage Fee - $15.00
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Step Action
4al | Both the Baggage & Internet Fees are not found on the drop down listing. You must
type them in, which is deemed “Ad-hoc”. Because these expenses are not contained in
the list, the expense category field will not automatically be selected. These types of
expenses could be considered Miscellaneous which falls under the Expense Category of
OTHER-NON-TR. Select that expense category from the drop-down listing.
[Expanze Catagon

CCATM Advancs Feas

Ledigirg

B

OTHER TRAVEL

Personal Bxpenses

REG FEES ADP

REG FEES NON (FED)

REG FEES MO (OTHER)

REMTAL CAR

TRANSACTION FEES

TRANSPORT

Withbalding Tax
Click = Save |(Expense Changes) button when finished entering expenses.

Notes: Within the Expense Description list, there is an expense for Excess Baggage. This
expense is not the same as a baggage fee. The Excess Baggage expense should only be selected
if the traveler has more than regular bags or heavier than allowed.
The preparer should select the appropriate Expense Category — dependent upon the description
of the expense.

5 | Click on #ecsunting jn the Document Toolbar

Validate the appropriate accounting has been added to the document
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Step

Action

6

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

Total Details for 9KYBS0021R1
Quick Tp
i necessary, enter changes and cick OK. roge Save & Calaulale o

_Back | Contiruo |
Currency: U S Dolar

Expense Summary

Tetsl Expenses 5198
Tatsl Nof-Temburssbe Exabnsss L
Total Reimbur sable Expenses: 5188
aavance Quistanding 0.00
Agvance Agpled 0. o
Total Reimbursable Amount: 51.58
Charge Card Reconcihation
AN Amounts Reimbursable Amounts
Reimtyrsabie Charge Card Expenaes [T oL
Mea-Reisbursabie Change Cand Expenses (1]
Tatal Charge Card Expenses: 0.00 .00
Charge Card ATU Advance Taken: 0.00 0.00
Total Amount On Charge Card: 0.00 000
Aupditional Payment 1o Charge Card: oo
Charge Card Reimibt oo
Actual reirbursennent may be different)
Reimburgemant Summary
oo

Actual Chargs Card Reimburgsment:

Traveler Reimbursement: 5188
({Due From Traveler il negative} h

Total Amount Reimbursed: 5158

tegory Details

o JExpense Categoy _______[Payment liethod ________Jorganizafion _______JAccounting Code Labe! [Amount |
1 CTHERNONTR OTHER H-05-09 General Travel FY02 5158

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

Ta

The traveler must still sign this paper copy because it is a voucher

MET TO TRAVELER [GOVT) =c===cccccccccccsczsczaca= 51.9% |
I I N N N U S NN S O N U (R N S N S o o e wnw o mm o ommm
Copyright 1%85%-20048 Gelco Information Hetwork 4GS0, Inc. [EX

———————————————————————————————————————————————— ::::————————:::::::::::l EBCLATM Mo :

I cercify that this RECLAIM is true and correct to the beat

of my knowledge and kbelief, and that payment or crvedit haa | SCHEDULE Ho-:
not been recsived b}' m=. I h:reby au::i.c_p'l. the United States
any right I may have against any parties in connsction, with
reimbursable transportation charges described above, pur-
chased under cash payment procedures (41 CFR Part 301-10).

CERTIFIED BY:

71 TREAVELER SIGHATURE DATE
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Step Action
8 | Click on Ferform Pre-Audits in the Document Toolbar to open up the Pre-Audit Results
screen. Validate there are no errors. If there are errors, fix the errors and then re-run the
Pre-Audit Validation again.
9 | Click on Decument Status jn 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 9KYBS0021R1

Quick Tip For this Document you can:
The Signature PH is case sensitive’ mare
Stamp | and Submil Decument
_Back | _Continue |
Status to Apply | apPROVED ot

Signature PIH |
Reasan | s

Remarks

Document Routing This is the routing path the current dacument wil take

roubes

Boulser, Kyle . SIGHED o

The status to apply will say approved, this is because the TRAVELER must be the one
who stamps the reclaim 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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Step Action

9a | 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 9KYBS0021R1

Quick Tip For this Document you can:
The Signature PH is case sensiivel mare
Stamp Iand Submit Document
_Back | _Continue_|
Status to Apply | SIGNED v
Signature PIH |
Reason: =]
Remarks

Document Routing This i the routing path the cunent document wil fake once routed
piatee s Jew |
Baouigar, Kyle . SIGHED o

» Enter your Signature PIN
» Enter your Remarks if any

» Click the _#am¢_ (and Submit Document) button
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Step Action

9b | If you are a traveler and did create your voucher you will do the following once on the
Document Status screen:

Status for 9KYBS0021R1

Quick Tip For this Document you can:
|

The Signature PH is case sensilive! mare
SHamp | and Subeit Document
Bock | _Contime |
Status to Apply | s1aMED b

Signature PIN
Relson: ~

Remarks

Document Routing This is the routing path the current document wil fake onoe routed

Bowisar, Kyle v SIGHED o

» Enter your Signature PIN
» Enter your Remarks if any

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

The Pre-Audit Results for Document # screen appears.

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

10 | The Signature screen 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 screen where you will have a message that tells you
the email(s) of the person/people that a message was sent.
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