Travel Manager 9.0 Training Exercises

Exercise #3b:  Adjustment to a Travel Authorization/Allocate ACCS

Objectives: e Adjust a Travel Authorization
e Allocate ACCS

Notes: Adjustments are done to travel authorizations prior to the document having a
DATALINK status.

After the authorization has been stamped with a status (SIGNED, REVIEWED, etc) to
adjust a document, the person making the change, will need to use their Signature PIN
to sign in the document to edit it. The person making the changes will then need to re-
stamp the authorization SIGNED to get the authorization through the electronic
routing for approval.

ACCS allocation is done when the document has more than one accounting code. This
process allows the preparer to split costs between the accounting codes associated
with the document.

Instructions: Execute the following steps:

After the TA has been stamped SIGNED, you find out that there are more accounting codes that
are going to share in the costs of the travel. Your Approving Official has not stamped the
document APPROVED yet, so you are still able to make an adjustment.

Step Action

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

Open Document Signature

Quick Tip For this Document you can:

The Signalure PH s case sensiive! more Sign | to Review Document

Signature for Adjustment Get [ Document a5 View-Only

Reazon| Cancal |Dp-ann{|m-cumnt

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

FY 2010 89




Travel Manager 9.0 Training Exercises

Step Action
2 | The Document Summary screen appears.
» Click Accounting in the Document Toolbar to open up the Available Accounting
Code screen.
Available Accounting Code for 9KYBS0002
o e
To s=l=ct an account code, chick the label ink. To s&arch by label type some of the labelin the fisld and click the Add | New Accounting Code
Saarch bufion. To retneve all account codes with the same labal from all ergs, typa the entine label and click the
Redriave button, mons Back | Condinue
Enter Search Criteria
Accounting Code | Search | Retrieve |
Master Accounting Code Chick Accounting Code Label fo 0dd to Document
Search Resulls Prev 20 Hext 20
e e e
He10.04 3ERAB2310 2010- 14+ 3ZRB23- 10010000- 00000000 « « « -
H-10-H Leastally 2008- 14- 18K3IEM- 1001 0000- D0000000- - - - -
H-10-11 Lonsiaiid 2010 14 1SK2EM- 1001 0000- 00000000- - - - -
Hel0.01 WM 2005 14 GTRNTRVPMD. 06510000- 00000000- - - -
Accounting Code for SKYB 50002 Chck an bem to ediidelete i
—-m-m
& 3 w1001 KYSVWEATHERCODE (& 2005- 14- GTRNTRVPOD- 06020000 00000000- - - - -
3 | Using the Master Accounting Code List add the following accounting to the document:

General Travel FY09 - 10-01
General Travel FY09 — 20-01

Accounting Code for 3KYB 50002 Chck an kom to editidelete i
e T N I =
{F x H-10-01 General Travel FY09 - 10201 (3 2002 14- GTRNTRVPOD- 10010000- 00000000- Exiended Alocate
f x H-10-01 General Travel FY0@ - 2001 () 2005- 14- GTRNTRVPOD- 20010000 (0000000 « « =« Exiended Alpcabs
f.’lr 3 Ho10.01 KYB WEATHER CODE (& 2008 14- GTRNTRVPOO- 06020000~ 00000000- - - - - Eagenged ANCAE

> Click on Allocate
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Step

Action

4

The Accounting Code Allocation Summary screen appears.

Accounting Code Allocation Summary for 9KYBS0002

Quick Tip For this Document you can:

Expenses can be aliocaled by percenl, dale, expense calegory / payment method, amount, of individual expense. more | Close | alocalion Scresn

Current Alocatien Method: By individual Expenees

COM, CARRER AGENCY CARD

LODGING TAX GOVET 0.0 CoM, mnmm’é"fﬁ?w 253,00

Lodging-PerDiem GOVED 0.0

USE-PerDicm OTHER 0.00 Sﬁ?Tﬂ GOvVee =

MILEAGE OTHER 0.00 f GOVCE 531.00
PerDiem

OTHER TRAVEL OTHER 0.00 WAE-PerDiem  OTHER T

RENTAL CaR GOVET 0.0 VLEAGE poere T

TRAMSACTION FEES AGENCY CARD 0.0 OTHER

TRANSPORT OTHER 0.00 TRAVEL CTHER .00

Expense Category Allocation Breakdown for "General Travel FYD9 - 20-07H-10-01 EE0ES= e calHs 20000

[Expense Category —TRayment ethod —SponsorType Jamaunl | indiatlar i =

COW. CARRER AGENCY CARD 0.00 TRANSPOST OTHER £ 00

LODGING TAX BOVCL 0.00

Ledgng-Perbiem GOVET 0.00

UEE-PerDiem OTHER 0.00

WLEAGE OTHER 0.00

OTHER TRANVEL OTHER 0.0

RENTAL CAR GOVEL 0.0

TRAMSACTION FEES ~ AGENCY CARD 0.0

4a

On the left hand side are the accounting codes and what expenses have been allocated to
them. You may have to use the scroll bar to scroll down to view all of the accounting
associated to the document.

[EXPENST LIEGOTY ANOTIUTT DICaRaOWN 101 Gt

pense Categary __

CON. CARRER -\GE‘JGY CARD 0.00

LODGING TAX. GOVEC 0.00 com. mmERAGE“ o

Ledgng-Perliem GOVET 0.0

UEE PerDiem OTHER .00 ﬁ:mm‘“ SOVEG =L

ULEAGE oTHER 0.00 Fera sovee 3100
OTHER TRAVEL OTHER 0.00 \BE-PerDies OTHER 400
RENTAL CAR GOVET 0.00 WLEAGE OTHER 17082
TRAMSACTION FEES AGENTY CARD 0.00 OTHER

TRAKERORT OTHER 0.00 TRAVEL OTHER 20.00

Expense Category Allocation Breakdown for "General Travel FYDS - 20-01H-10.01 GaEI e ggelriss 20000
TRANSACTION AQENCY P

CON. CARRER AGENCY CARD 0.00 .

LODGING TAX Gover 0.00 [IEASAORS SERER ‘e

Ledgng-PerDiem GOVES 0.00

UZE-PerDiem OTHER 0.00

ULEAGE OTHER 0.00

OTHER TRAVEL OTHER 0.00

RENTAL CAR GOVEC 0.00

TRANSACTION FEES  AGENCY CARD 0.00

_TM SPORT OTHER 0.00

—_I

COM (‘.-»RRFR AGENCY CARD 283.00
LODGING TAX GOVCC S0.00
Ledging-PerDiem GOVCC S31.00
MEE-PerDiem OTHER 224.00
MILEAGE OTHER 170,82
NTHFR TRAWFI ATHFR annn.
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Step Action
4b | There are also 3 tabs at the top of this screen:
e Breakdown by Expense Category
e Expense Level Allocation
e Document Level Allocation
5 | On the Breakdown by Expense Category tab, which the screen defaults to, a preparer

has the ability to allocate costs by a category amount. By clicking on one of the amount
listed the Allocate by Amount per Expense Category/Payment Method screen.

Allocate By Amount per Expense Category / Payment Method for 9KYBS0002

Quick Tip For this Document you can:
For #ach expense calegory / payment method, divide the tolal amount amang the selected account labels, Cycle Save | Amount Changes
through the expanse calegones / payment methods using the Inks balow. Al entries must balance before aaving;
cancel at any fimé withou! $aving, more Done | Save & Exit Amount Changes
Expense Categony: OTHER TRAVEL Payment Method: OTHER Total Amount: 20.00 Cancel | Amount Changss
Drganization Lakxel Armount

HAD-D1  General Travel FY08 - 10-01 [000
H-10-01  General Travel FY0S - 20-01 531:'
H-10-01 EYE WEATHER CODE :3-‘1':'3

“Unallocated Amount

Breakdown by Expense Category / Payment Method

Expense category  [Paymentmietioa  sponsorType  [amountmcalss ]
COM. CAREER AGENCY CARD 25300
LODGING TAX GoVCe Lo.ob
Lodging-PerDism GOVCC E31.00
MEE-PerDiem OTHER a0
MILEAGE OTHER A70E2
OTHER TRAVEL OTHER 20.00
RENTAL CAR GovCC 300.00
TRANSACTION FEES AGENCY CARD 23.01
TRANSFORT OTHER 5,00

A preparer is then able to enter specific amounts for each of the ACCS listed. The total
amount is listed toward the top of the screen and there is a field for an unallocated
amount. The goal is to split the money so that the unallocated amount shows nothing
and the ACCS amounts equal the total amount.

To save the changes but remain on this screen in order to allocate another amount, click
SAVE.

To save the changes but return to the Allocation Summary screen, click DONE.
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Step Action
6 | Onthe Expense Level Allocation tab, the preparer has the abilities to allocate costs by:
e Date
e Expense Category/Payment Method
e Expense
Accounting Code Allocation Summary for 9KYBS0002
Quick Tp
Expenses can be allscated by percent, date, expense calegory § payment method, smount, of individual Expense. mors Alocation Serean
':.urr\entﬂlncab-:n Method: By hdridual E‘?HHI‘ S8 )
Expense Lev llcation
. 1D i3] Gcncrnl Travel Frdd - 10-01 = wpense Category § Payment Method rxggﬂg;
H-10-01 Gensral Travel FyY0% - 20-1 ¥ Expense Cabtegary / Payment Mathod ExpEnss
H-1001 KB WEATHER CODE - Expense Category [ Payment [Method Expengs
6a | The preparer has the ability to specify the starting dates for the ACCS to cover. For

example, the first ACCS could cover 2 days of the trip, the second 2 days and the third 1
day. At the top of the screen is the earliest expense date and that date has to be in one of
the ACCS fields listed.

Allocate By Date for 9KYBS0002
Quiick Tip

For this Document you can:

Enter a bagin date for each accound label, or use the calendar icon to select ene, The earfest expense dabe must be Save | Date Changes
entered before the ealections can be gaved; cancel at any time wiheut 2aving. morg
Carkest Expenas DatecDS0S0S —I Cha
Orgamdzation Labal EBeqgin Date
H-10.01 General Travel FYD9 - 1001 =)
HADD1 General Travel FY00 - 2004 =)
H-AD01 KYB WEATHER CODE =

Note: If allocating by date, all expenses listed in the Expenses screen should be broken out for
when the expense is to occur. This way the expenses will be distributed more equally.
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Step

Action

6b

The preparer has the ability to specify which ACCS covers which Expense
Category/Payment Method by using the drop-down listing. These expenses are grouped
together by the expense category and payment method. So all costs under that
category/payment method would be covered by one ACCS.

Allocate By Expense Category / Payment Method for 9KYBS0002

Quick Tip For this Document you can:
From the drop dewn sk, select the appropriabs accouwnt label for each expense calsgory / paymend method, Cancel at Save | alocation Changss

any tima without 2aving. more

Expense Category Payment Method Sponsor Type Amount OrganizationiLabel ﬂl Alocation Changes
COM. CARRIER AGENCY CARD 263.00 | H-10-01/%YB WEATHER CODE v
LODGING Th GOVCC 500D | H-10-01KYB WEATHER CODE bl
Lodging-PerDiem GOVCC 530,00 [H-DD1/KYE WEATHER CODE |
MBIE-PerDiem OTHER 224.00 [ H-DLVKYB WEATHER CODE |
MILEAGE OTHER 17082 |H-1000KYE WEATHER CODE |
OTHER TRAVEL OTHER 30.00 | H-1MH/KYB WEATHERCODE |+
RENTAL CAR GOVEE 300.00 [H-1001/KYE WEATHER CODE |
TRANSACTION FEES  AGENCY CARD 2301 [H10-01/KYE WEATHERCODE  w|
TRANSPORT OTHER 85.00 | H-10-0/KYE WEATHER CODE |

6c

The preparer has the ability to select an ACCS based of the expense description. The
expenses are listed by date and the description — much like you would view on the
Expenses screen. Using the drop-down listing, the preparer can choose which ACCS
should belong to that expense.

Allocate By Expense for 9KYBS0002

Quick Tip For this Document you can:
From the drop down ist, s=lect the approprisie account label for each isfed expense ‘Save’ each set of expenses Save | Expense alocations
beafone nawvigating to the next group. Salkect Tone’ to 8ave your fingl Changes and return to the mastar alocabion scresn.

Cancel only undoés changes for the current scrésn. mors Done | Save & ExE Alocatons

Cancel |E1p-¢meﬁh:atiw:

Expenses on Current Document

Y lﬁ?ﬁ; OTHER 170,82 [H-1001/KYB WEATHERCODE |
WVheke
D308 AFne FIgNt Soen " 25300  [H-IDOI/KYB WEATHERCODE v
Gas- r "
D&0302 RentalGawi OTHER &5.00 | H-]D_—ﬂ'l;"_:{'l‘tﬁ \'J'Er'lTi‘_iEHCCIPE |
car
080308 Hotel Tax | GOVEE 50.00 [H-1001/<VB WEATHERCODE 1w
(RON0Y Lodgng  GOVEE 17700 | H-10-01/6YB WEATHER CODE e
/030G MAE OTHER 4300 [H-1001/KVB WEATHERCODE ]
0803403 Parking Fees OTHER 30,00 [H-1001/KYE WEATHER CODE w0
080302 Rental Car  GOVICE 300.00 H-10-01%YE WEATHER CODE L
c&ua.-asiasmmr Aol 23,01 [H1001/KYB WEATHERCODE |+
0804103 Lodging  GOVCT 47700 [H-1001/KYB WEATHERCODE ™|
0804109 MBIE ATHER 64.00 [H-10-01/KYB WEATHERCODE  +|
08/05/08 Ledging | GOVEE 47700 [H-10-01/KYE WEATHER CODE
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Step Action
7 | Onthe Document Level Allocation tab, the preparer has the abilities to allocate costs
by:
e Amount
e Percentage
Accounting Code Allocation Summary for 9KYBS0002
QuickTp
Expengas can be aliscaled by percent, dale expense caleqory / payment method, Smount, of ndividual expense. mors Alocalion Screen
Current Alpcabon Method: By hdividual Expenaes )
Accounting Code Allocation Summary
H-10-01 General Trovel Fy 03 - 10-01 L.09 4
H-10-01 General Travel 03 - 20-01 0.00 3
H-10-01 KB WEATHER CODE 1E4E B3 o
7a

The preparer has the ability to take the total amount of the document and split it by the
amount each ACCS is going to pay. For example, if the total document amount is
$1,500, an allocation of $500 for each ACCS can be done. If done this way, the system
will take the $500 and split it among each of the expense categories. No individual
calculations need to be done. The system will do it for you.

Allocate By Amount per Accounting Code for 9KYBS0002

Quick Tip For this Document you can:
For each Account label, enler the desined amount and assign the Retained flag if needed, The botal for the Account Save | Amount Changes

labals must be equal to the decument Total Amount before saving. “Unalocated Amount should be blank. Cancel at
any lime withaut saving, mare Done | Save & Exit Amount Chenges

Total Amount: 1,648,53 Cancel | amount Changes
Organization Labal Amount Retained

HA0.4 General Travel FY0S - 10.04 |0.00 | O

H-40-04 General Travel FYO9 - 20-4 000 | O

H-10-01 KYBWEATHER CODE | 164683 | O

*Unalocated Amaunt |
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Step

Action

70

The preparer has the ability to take and split the costs by a percentage. The percentages
have to equal 100%. For example, ACCS#1 could be 50%, ACCS#2 could be 25% and
that would mean ACCS #3 would have to be 25% for a full total percentage of 100%.
The system will then take the percentages allotted and split the costs equally by the
percentage given.

Allocate By Percent for 9KYBS0002
Quick Tip

For this Document you can:
Faor each Account label, =nber the desired perceniage. The fotal for the Accound labets must equal 100% before saving; Save
cancel at any time wihout saving. morg

Percent Changes

Cancel IPcrcﬂmChunuu

Organization Label Parcent

H-10-01 General Travel FY02 - 10-01 |0
H-10-04 General Travel FY02 - 20-09 |
H-10-01 KYB WEATHER CODE |0

“Unallocated Percentage | 100

7c

For this exercise, allocate by amount and split each amount equally between the different
accounting:

» Click @ sav=| after each amount
> Click DONE after each amount

7d

The Allocation Summary screen appears and now all of the expenses per ACCS have
been given costs based off how it was allocated

n Breakdown for ‘General Travel FYDS - 10-07H-1007" Breakdown by Expense Category

cnen ahegary Payment Method
COM. CARRER AGENCY CARD

T L | = =T == -
2433 I 47
25200

LODGING TAX GOVEE 1867 COM. CARRER Ef;gc*

Lodging-PerDiem GOVET ATT.00

UBE-PerDiem OTHER 7487 EO e Syine 0.0

VLEAGE oTHER 534 x?g:;‘ Govee E31.00

g;l‘:TE::g::EL g’;‘:i"; '1':::3 MBE-PerDiem OTHER 2Za00
. WILEAGE OTHER 17082

TRAMSACTION FEES ~ AGENCY CARD TE7 OTHER

TRANSPORT OTHER 21.66 TRAVEL OTHER 20.00

Expense Category Allocation Breakdown for ‘General Travel FYD3 - 20-01H-10-01 ESiEe = R s sl ns 200.00

[FRAREACTION AoeHCY 2o

CON. CARRIER AGENCY CARD 34.33 o -

LODGING TAX GOVED 1867 TRANSPORT - OTRER s

Ledging-PerDiem GOVEE 177.00

MSE-PerDiem OTHER 74,68

VILEAGE OTHER SE.94

OTHER TRAVEL QOTHER 000

REMTAL CAR GOVEC 100,00

TRANSACTION FEES ~ AGEHCY CARD 76T

|TRANSPORT OTHER 2167

Expense Category Allocation Breakdown for ‘KYE WEATHER CODEH-10-01'

COW. CARRIER AGEHCY CARD 8434

LODGING TAX GOVEC 16,86

Lodging-PerDiem GOVCC 177.00

MEE-ParDiem OTHER T4ET

ULEAGE QTHER 5694

Note: Anytime a specific allocation has been done and saved, the system will return you to this

screen in order to view the new allocations.
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Step

Action

8

» Check the totals

» Preview the document

» Do Pre-Audit Results

» Stamp the document SIGNED

Stamping the document SIGNED again, the person who initiated the adjustment, will
need to use the drop-down list and selected SIGNED. They will also have the checkbox
that should NOT be checked and remarks should be added stating why the change was
made.

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”.

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.”

9 | From the Home screen click on the Open Document [ icon which will take you to the
Open Document Signature screen.
Open Document Signature
Quick Tp
The Signaturs PH i case sensiive! more Sign | ta Review Document
Signature 'roerustmenl: E[Dm:umeﬂl a5 View-Only
Reason| w Cancel | Openng 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.
9a | » Enter your Signature PIN

» Click the 5= (to Review Document) button
The Document Summary screen appears.

» Click Becument Status jn the Document Toolbar to open up the Status screen.
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Step Action
9b Status for 9CRBS0001
g Quick Tip For this Document you can:
The Signature PIN is case sensdive! mare Stomp | and SubmE Documant
Adjustments | Go To Adustments
| Back | Continue
Status to Apply | APPROVED v _
Shgnature PII\‘: .
RCISUI'I: |
H.emanca.
Document Hnuling This is the routing path the current document will take once routed
poagpe . e e ]
Donald 0. Boulder APPROVED 5
Document History Thiss is the states hislory for this documen
D925 105240 CREATED Pam A. Bouldar
0572500 10:5TAM SIGHED Parm &. Boulder
DSRS0 110280 ADJUSTED Danald 0. Boulder
» Change the status to Completed
» Enter your Signature PIN
» Enter your Remarks
» Check the checkbox Stamp Without Adjustment
» Click the Stamp (and Submit Document) button
9c | 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.

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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