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Exercise #2c:    Reclaim Travel Voucher 
Objectives: • 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  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.  
 

 
 Click on the Document Type drop-down listing and select RECLAIM 
 Click the  (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. 
 

2c If you chose VNum lookup icon, you will get a list of travelers you have access to 
showing in vendor number order. 
 

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

 
 
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.   
 

 
 
 

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

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

 

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 

 

 

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 
 

 
 
Enter the following information: 
 

 Begin Travel = 06/23/## 
 Depart = RES 
 End Travel = 06/26/## 
 Return = RES 
 Comments (if any) 
 Click the  (Document) button 

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.  It will also show your Document Name & TA#.   
 

 Click on  in the Document Toolbar to bring up the Edit/Enter Expenses 
screen. 

 

 
 

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 

4a1 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. 
 

 
 
Click (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  in the Document Toolbar 
 
Validate the appropriate accounting has been added to the document 
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Step Action 

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

 

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

7a The traveler must still sign this paper copy because it is a voucher 
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Step Action 

8 Click on  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  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: 
 

 
 
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  

 

 
 

 Enter your Signature PIN 
 Enter your Remarks if any 
 Click the  (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: 
 

 
 

 Enter your Signature PIN 
 Enter your Remarks if any 
 Click the  (and Submit Document) button 

 
The Pre-Audit Results for Document # screen appears. 
 

 Verify the document status is PASS 
 Click the  (Stamping the Document) button 

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

 Click the  (Signature Text) 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. 

 
 
 
 
 
 
 
 
  




