Travel Manager 9.0 Training Exercises

Exercise #3c: Create Travel Voucher from Existing Travel Authorization/Re-
Allocate ACCS

Objectives: e Create a Travel Voucher from an Existing Travel Authorization
e Add an additional expense to TV that was not on the TA
e Re-Allocate ACCS

Notes: Anytime a TV is created from a TA that had allocation associated with it and there is a
change to the TV from the TA, a re-allocation of the accounting will need to be done.

Instructions: Execute the following steps:

You have just returned travel from Chicago, IL. You need to create a travel voucher from the
existing travel authorization. You left your residence on August 3" and came back on August
6™. A family member dropped you off and picked you up from the airport. Your costs included
the following:

E-Ticket #E7SEP02LTY3S652 issued Aug 1% for $253.00
Transaction Fee $23.01

Hotel - $177/night

Hotel Tax - $16.57/night

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

Rental Car - $245.32

Gas - $45.63

Internet Fee - $10.99/night

Step Action

1 From the Home screen:

» 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.

Mew Document

Quick Tip
To s&k=ct a travelsr, chick on the WHum or Travalsr Hame lbokup butlon, mare

Viium @ 359100001 . A
Travaler Name :
Ester lusk nares and lick baakap] b.was h|r1g[|:| n. DD"!," ﬂ

Document Type i LS

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

2b

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

New Document

Quick Tip For this Document you can:
T select a traveler, click on the Vlum or Troweler Home lociup bution. more
Ihh's Document
VHurn i@ 350000010 | A
Traveler Name Add Traveler |0 Travel Mansger
Eutar bt iam sed click wotar] @) Germantown, Brenda | @
Document Tgrpeo_T\.l'Fm TA &

Document Search (TV From TA)

Dwecument List Chick on an eniry fo sekect &
Traveler: Brenda Germaniown

[ twe | Doewmemmame | Depoate | smus | nlse |
B ta SEKCS0028 08NS COMPLETED

Biza BAACS0002 0BRAS COMPLETED

B ta BAABSO0GD OEZADE COMPLETED

Bi7a BAACS0007 X248 COMPLETED

B ta BAACFONG2 0ITig COMPLETED

[EET BAACBO0SH e COMPLETED

EE BAACEROST Mg COMPLETED

[ = T R S it

> Click the Open & icon of the authorization going to create the voucher (i.e. Exercise
#3a’s number)
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3

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

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

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

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 E¥PEnzes jn the Document Toolbar to bring up the Edit/Enter Expenses screen
with the expenses and costs that were entered on the authorization

4a

Enter/Modify the following expenses on the Expense screen.

E-Ticket # E7SEP02LTY3S652 issued Aug 1% for $253.00
Transaction Fee $23.01

Hotel - $177/night

Hotel Tax - $16.57/night

POV — 73 miles one way to airport

Parking - $10/night

Rental Car - $245.32

Gas - $45.63

Internet Fee - $10.99/night

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

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

» Verify the accounting codes are still there
» Click on Allocate
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6

The Accounting Code Allocation Summary screen appears.

Accounting Code Allocation Summary for 9KYBS0002

Quick Tip For this Document you can:

Expenges can be alocaled by percenl, dale, expense calegory | payment method, amount, or individual expenze. mors Close | Alocation Sereen

Current Alocation Methed: By Amgunt Per Expense Category / Fayment Method
Accounting Code Allocation Summary

~ale CE WeaK: . Cateqgo
mm—lm _nm,, P
COM, CARRER AGENCY CARD 8433 Category  |Method y
LODGING TAX GOWEC 0.00 COM, CARRER ‘*G;“W 25100
Lodging-Partiem GOvEe 0.00 T.oo( CARD -
USE-PerDiem GTHER 46T EDENET GOVEE -
MLEAGE QOTHER B84 Ledging- sovee 53100

PerDiem
OTHER TRAVEL oTHER 1000 R e TR .
RENTAL GAR Gavec oo WLEAGE  OTHER 170.82
TRANSACTION FEES AGENCY CARD TET oTH
R

TRANSPORT OTHER 0.00 TRAVEL OTHER 20.00

RENTAL C4R GOVCC 24532

Exocnss Cotegory  Payment tethoiTponsorTyoe [amaunt | lieupiilillncll B
COM. CARRER AGENCY CARD 54.33 N = -
LODGING TAX GOVEe 0.00 TRANSPORT  OTHER JRE
Ledgng-Perlliem Govee 0.0

MEE-PerDiem OTHER T4.68

MLEAGE OTHER 5894

OTHER TRAVEL OTHER 10.00

RENTAL CAR GOVEC 0.0

TRAMSACTION FEES. AGENCY CARD TET

Verify that all amounts are allocated, if they are not, reallocate the costs.

Note: Depending upon the type of allocation that was done on the authorization, changes to the
location and/or expenses may result in the allocation being distributed incorrectly or expenses
not being associated to an ACCS.

6a

For this exercise, you’ll notice that we have some zero amounts. We’ll need to
reallocate our expenses. Depending on what expenses were added, a re-allocation may
need to be done on the authorization rather than the voucher. For training, we will just
reallocate the zero costs the same way we did on the authorization (by amount).

Expense Category Allocation Breakdown for ‘General Travel FY09 - 10.01H-10-01" Breakdown by Expense Category

T e T e [ | ey Aot |
COM, CARRIER AGENCY CARD 83.49 Category Iethoad il
LODGING TAX GOVCT 16.40 COM, CARRER E‘E;EW 253,00
Lodging-PerDiem GOVEE 175.23 IR oG .
WLE-PerDiem QOTHER Tag2 . -
WLEAGE OTHER 5837 zfﬁ:ﬁ sovEE 53000
OTHER HOK-TR OTHER 10.88 T EE
:;;::Ex;n g;?:c ::;s WLEAGE  OTHER 17082
X OTHER HON-
TRANSACTION FEES  AGEWCY CARD 7.53 = COTHER 25T
TRANSFORT OTHER 15.06 OTHER
i OTHER 30.00

Expense Category Allocation Breakdown for ‘General Travel FYD9 - 20.01H-10.01 TRAVEL

- RENTAL CAR GOWCC 24532
Expenss Calsgory _[Payment Method ____|sponsar Tyse | RANSALTION AGENCY -
CON. CARRER AGENCY CARD 8349 FEES CARD 2301
LODGING TAX GOVES 1840 TRANSPORT DTHER 4563
Ledging-Prliem GOVCT 175,23
WSE-PerDism OTHER 7382
WILEAGE OTHER £6.37
OTHER RON-TR QOTHER 10.88
OTHER TRAWVEL OTHER .80
RENTAL CAR GOVIT 20.96
TRANSACTION FEES  AGENCY CARD 7.89
 TRANSPORT OTHER 15.06

Expense Category Allocation Breakdown for "KYB WEATHER CODEH-10-01"
CON, CARRER AGEHCY CARD 8802
LODGING TAX GOMCT 16.91
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Step Action

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

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

9 | Click on Perform Pre-Audit= in the Document Toolbar to open up the Pre-Audit Results
screen.

10 | Click on Decument Status in the Document Toolbar to open up the Status screen.

» Enter your Signature PIN
» Enter your Remarks if any

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

Note: Reminder Group Administrators are not allowed to stamp the voucher SIGNED. The
Traveler has to be the one stamping the voucher SIGNED to initiate the electronic routing.

11 | The Pre-Audit Results for Document # screen appears.
» Verify the document status is PASS

» Click the = Continue |(Stamping the Document) button

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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