Travel Manager 9.0 Training Exercises

Exercise #5a: Create TA — Duty Station not in Per Diem Table

Obijectives: e Create a Travel Authorization
e Select a location that is not in the Per Diem Table

Notes: For domestic locations inside of the continental United States (CONUS):

1. Check to see if your TDY location(s) is listed by GSA as a key city;

2. Ifitis not listed as a key city, check to see if the county for your TDY
location(s) is listed;

3. If neither the city nor county are listed, you would use the standard per diem
rate.

To look up counties for locations, use www.naco.org

For foreign locations or U.S. locations outside of the continental United States
(CONUS), i.e., Alaska, Hawaii, Northern Mariana Islands, etc:

1. Check to see if the TDY location is listed by the Department of State (Foreign)
or the Department of Defense (OCONUS);

2. Ifthe TDY location is not listed, you would use the “OTHER” per diem rate
assigned to that state or country.

Instructions: Execute the following steps:

You have been asked to do a site visit to Long Beach and Crescent City (California). You leave
on March 2™ to go to Long Beach. You leave Long Beach on March 4™ to go to Crescent City.
You return home on March 6. Your POV costs will include a person taking you to the airport
and picking you up. Your authorization will need to include the following costs:

Estimated Expenses

$765.00 = Round-trip air fare

$23.01 = Transaction Fee

35 miles one way to airport using private vehicle (POV)
$600 for Rental Car

$100 for Rental Car Gas

$60 for Parking

$100 for Hotel Tax

Step Action

1 From the Home screen:

» Click Create New Decument from the Document Toolbar
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Step Action
2 | The New Document screen appears.
For a Traveler, the information for the Vendor Number and Traveler name will
automatically fill in.
New Document
g Taljc‘:a;r:pl e, Chick o the: Vi Ti lar Hame oKD Bt F““‘hi‘m““m“ﬂl!’mﬁﬂm
Trmztcr‘::nr:o.lxlnmm& . “ ﬁrﬂ:imulhmw
ottt v sad ek nosapd ) Boulder, Kyle'Y i
Dooumsml’rpeol |
» Click on the Document Type drop-down listing and select TA
> Click the Create | (this Document) button
3 | The Document Information screen appears with the Document Information tab

highlighted and fields displaying.

Document Information

Quick Tip For this Document you can:
Enter or ad the genaral document information. |F 1his i 2 Irip based document, click the Trio Infermation tab fo addiview Create | Document
the trip Information. Authorizetiens Weuchers Localiouchers

_Cancal |

Traveler Name:  Kyle Boulder

Document Information

Document Type D TA
Document Hame D

- L=
report Date ® 10012003 | =)
Tar®

Sponsored Travel
Currency | L5 Daler v:
Type Code | v
Purpose Code D w
Document Description ©

Document Default Accounting Code #
Default Accounting Code Org

Enter the following information:

Document Name = Same as TA#

TA# = Use the next available one listed on your sheet

Type Code = 1-SINGLE-DOMESTIC

Purpose Code = 1-SITE VISIT

Document Description = Site visits to Long Beach, CA & Crescent City, CA

YVYVYYVYV
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Step

Action

4a

Click on the Trip Information tab. If you click the Create button prior to clicking the
tab you will receive an error message, click OK and it will take you to this tab.

Document Information

Quick Tip For this Document you can:
Enter or edit the general document information. If this iz a trip bazed document, click the Trip Information tab to edit/view Create | Document
the trip information. Authorizatiens Mouchers LocalMouchers
_Cancel |
Traveler Name:  Kyle Boulder
Document Information ‘mﬂmn
Trip No 1
Begin Travel (7] Depart Depart Selection v
End Travel @ Return Return Selection v
Trip Duration | Muttipls days v

Comments

_Preset |

Enter the following information in the top part of the screen:

» Begin Travel = 03/02/##
» Depart = RES

» End Travel = 03/06/##
» Return =RES

4b

The values selected in the Begin & End Travel dates will automatically populate in the
Itinerary Location area. These dates must be filled in prior to filing in the Itinerary
Location field.

ltinerary Locations

Replace ALL ladging and M&IE information Create additional rows
| amiveioate | Departwepate | minerarylocaton  [unisted|
s B jpwn B |search [
L R I = searchd O

Change the first line for Departure Date from 3/6 to 3/4. You’ll notice that a new line
will appear that will automatically populated using the departure date as the arrival date
on the next line as well as populating the departure date with the end date.
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Step

Action

4c

> Click the Lookup # icon

This will open a new window that allows to search by country or state which will then
based off that selection, populate another drop-down list for the cities for that selection.

» Select California from the State/Country drop-down list
» Click the Location drop-down list and search for Long Beach and Crescent City

State/Country | CALIFOANIA ™| Lacation s

ALAMEDACG ISC/MAS

ANTIOCH

ARCATA

BAKERSFIELD

BAKERSFIELD MAVAL & MC RESCTR
BARSTOW

BEALE AFB

BELMONT

BENICIA,

BRAWLEY

BREMNTWOOD

CALEXICD

CAMP PARKS

CAMP PENDLETON, USMC

CAMP SAM LUIS QBISPO

CHANMEL IELANDS AGS

Comments CHINA LAKE NWE AND 0TS
CONCORD

CONCORD NANVAL WEAPQNS STATION

ltinerary Locations CONTRACOSTA COUNTY
" CORONA NAVAL WARFRE ASSMNT CTR

R ALL I red BASIE
eptace ALL lodging a DORONADO NAVEL AMPHIEIOUS BASE

| Amvaioate | Deparwrenate | AR

na.m3ma /=l [nrmama 7=l DEATH VALLEY

State/Country | CALIFORNIA w| Location w
FRIRFIELD &
FALLERCOK MAVAL WEAPONS STATION
FUSTE_R cImy

FRESND

FT. HUNTER LIGGETT
FT. IRWIN
GOWVERNMENT VESSEL
GUALALS

IMPERIAL

KERMN COUNTY
“LAJOLLA
LAFAYETTE
LARKSPUR

LEMOORE

LEMOORE MAS

LO5 ANGELES
MAMMOTH LAKES

4cl

Neither location is listed under California. Click Cancel to close out the window.

So the next thing to do is find out what county they fall under. Doing a search on the
internet, GSA website or using www.naco.org will tell you the locations belong to the
following counties:

Long Beach = Los Angeles County
Crescent City = Del Norte County

You can then try and find out what other cities fall under those counties and use that
location if listed. If none of the locations listed in the same county are listed, you will be
able to type the location in the field and check the UNLISTED checkbox.
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Step

Action

4d

Long Beach being under Los Angeles County has the location of Los Angeles in the per
diem table. No other locations are listed for the county of Del Norte, so we will type that
location in the field and check the unlisted checkbox.

Itinerary Locations

Replace ALL lodging and MEIE information Create additional rows
| amialDate |  Deparwrefate | tineraylocaon  [unisted]
w020y [ [oaoa0s  [B [LOS ANGELESCA |searchi O
00403 = 030603 B |Crescent Cry, CA |5parcn

Go up to the comments field and enter comments about Long Beach & Crescent City not
being in the per diem tables.

Long Beach & Crescent City locations not in the
per diem tabla. Long Seach under LA oouncy, S0
using LA a= locetion for per diem :pu:l:g:h:s-e:.l

» Click the create | (Document) button
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Step

Action

5

The Document Information screen still appears but the Document Toolbar now has
different options available. It will also show your Document Name & TA#.

Document Information for 9KYBS0003

Quick Tip For this Document you can:
Enter or edil the general document infarmation. If this & a frip based document, chick the Trip kformatin fab t Save | Changes to Document information
adifview the:tnp information. Aherizetions Yeuchers Local'puchers
_Canc |
Back | Continue |
Traveler Name:  Kyle Boulder
. Trip Information
Trip No 1

Begin Travel @ (022008 | [ Depart [RES:, Depart Salection | RES: .

End Travel @ [v0e200s | B Return |RES: | Return Selection RES:, »

Trip Duration | Muliiple deys v

Lang Beach & Creacent CLty lodaticna nat in the |
Comment2 [per diem table. Long Beach under LA county, =o
using LA as lecation for per dien purposes. | _Preset

Itinerary Locations

[ Reptace ALL iodging and MSIE information Create additional rows
Deieie]  aralDate | Depariure Date
# (e B (woens [ [0S ANGELESCA searchih =)
#  (oavans [ 030605 [l [CRESCENTCITY.CA searchid

Click on ExeEnses jin the Document Toolbar to bring up the Edit/Enter Expenses screen
with M&IE and Lodging costs already filled in based upon what was entered on the
itinerary.

Expense Entry  Customize Displav u
mw—lm
B =] = Blizz00 E|Gm'cc

EB E] = = B B [oTrer ]
CE) = = B[1z2.00 = [covee 5
By B = = 2] B [oTrer =
By =] =] [ 70.00 [@ | sovee v
By B = = B B [oTrer =
EE] = = B0 & [covce v
By B =] = Bl ElE -
B = = B Blooce  ®
By B =] = Bl ElE v

Note: The current CONUS M&IE costs in production are $70 & $39.
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Step Action
6 | Enter the following information on the Edit/Enter Expenses screen:
Airline Flight $765.00 (Class = Y)
TMC Transaction Fee $23.01
Rental Car $600.00
Gas-Rental/Govt Car $100.00
Parking Fees $60.00
Hotel Tax $100.00
1POC-Private Vhcle 35x4 = total mileage
» Click the [save| (Expense Changes) button when completed
The hotel costs for Crescent City are $85.00. This is more than CONUS rate of $70.
Your approving official has given verbal approval to do actual costs for the lodging.
6a | One way to enter an actual cost is by going into the details of the expense.

> Click on the Expense Detail &l icon
i = B 7000
This will open up a new window:

Expense Details for Lodging-PerDiem 03 /04 /2000

i age H
Quick Tip For this page you can
View or edt all detalis for thie expense. Cick the tab to see the regpective expense detals. To save Use | Expanse Detall Updates
changss to expense details, chick the Use Expense Detad Updates button and on the main expense
screen, Save expenses. Qose | without Saving Expense Detais
AT A
Expense Date = Payment Method | Govoe v
Expense Costdy 70.00 El USD Allbwed: 70.00 Raimbursable Taxable
Guantity | Rate # vendor | Iy
Expense Categoryil Accounting Code L
Expense Descriptioni) =

Enter the actual cost in the Expense Cost field (i.e. $85.00)
Click the drop-down arrow for the Expense Description field
Select Lodging — Actuals

Click Use

Y V VY

=1 Bi/z5.00

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

Action

6b

The other way is to stay on the Expense screen and go to the Lodging Line that needs
actual cost.

» Click the drop-down arrow for Expense Description field
» Select Lodging — Actuals
» Enter the actual cost in the Expense Cost field (i.e. $85.00)

= B Rs500
[ Ledging E
Lodging - Achsals

== [

.|

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

7 | Click on Other Autherizations  jn the Document Toolbar to open up the Other
Authorizations screen.
» Verify Actual Expense is listed at the bottom of the screen
» Click on the name
7a | The Other Authorization Remarks screen appears.
Other Authorization Remarks
Add or update remarks for the Other Authorizabion. mers i
Save | gemarcs
ACTUAL EXPENSE Cancel |changes
Remarks -
» Enter Remarks (i.e. per diem location not in table, hotel costs more than CONUS
Rate)
» Click Sawve (Remarks)
8 | Click on Accounting jn the Document Toolbar to open up the Available Accounting Code

screen.

» Verify there is current FY accounting code
» If there is not, click on one from your master list

FY 2010 117




Travel Manager 9.0 Training Exercises

Step Action

9 » Check the totals

» Preview the document

» Do Pre-Audit Results

» Stamp the document SIGNED

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.”

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

Open Document Signature

ek o
The Signaturs PN & cass sensiive! more Sign | to Review Document
signature for Mjustmanl: E[ Decument &5 View-Only
Reason| Cancel | Gpenng 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.

10a | » Enter your Signature PIN
» Click the = (to Review Document) button

The Document Summary screen appears.

» Click Document Status. jn the Document Toolbar to open up the Status screen.

10b
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

YV VVVY
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Step Action

10c | 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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