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

• 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. 
 

 
 Enter your Signature PIN 
 Click the  (to Review Document) button 
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Step Action 

2 The Document Summary screen appears. 
 

 Click  in the Document Toolbar to open up the Available Accounting 
Code screen. 

 

3 Using the Master Accounting Code List add the following accounting to the document: 
 
General Travel FY09 – 10-01 
General Travel FY09 – 20-01 
 

 
 Click on Allocate 
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Step Action 

4 The Accounting Code Allocation Summary screen appears.   
 

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. 
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Step Action 

4b There are also 3 tabs at the top of this screen: 
 

• Breakdown by Expense Category 
• Expense Level Allocation 
• 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. 
 

 
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 On the Expense Level Allocation tab, the preparer has the abilities to allocate costs by: 
 

• Date 
• Expense Category/Payment Method 
• Expense 

 

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. 
 

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. 
 

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. 
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Step Action 

7 On the Document Level Allocation tab, the preparer has the abilities to allocate costs 
by: 
 

• Amount 
• Percentage 

 

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. 
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Step Action 

7b 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. 
 

7c For this exercise, allocate by amount and split each amount equally between the different 
accounting: 
 

 Click  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   
 

 
 

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. 
 

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  (to Review Document) button 

 
The Document Summary screen appears. 
 

 Click   in the Document Toolbar to open up the Status screen. 
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Step Action 

9b 

 
 Change the status to Completed 
 Enter your Signature PIN 
 Enter your Remarks 
 Check the checkbox Stamp Without Adjustment 
 Click the  (and Submit Document) button 

9c The Pre-Audit Results for Document # screen appears. 
 

 Verify the document status is PASS 
 Click the  (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. 

 
 
 
 
 
  




