Travel Manager 9.0 Training Extras

SAF (Creating TA that crosses Fiscal Years)

Objectives: o Create a Travel Authorization that crosses Fiscal Years.

Notes: The Subject to Available Funds (SAF) process was implemented to allow
preparers the ability to create, during the current Fiscal Year, authorizations
for trips where any or all dates fall under the New Fiscal Year.

Preparers need to make sure that the expenses are being allocated to the
proper accounting code for the fiscal year in which the expense is actually
charged.

For all travel that goes into the new FY, the following statement must be in the
comments section of the document: APPROVAL OF TRAVEL SCHEDULED
TO BE ACCOMPLISHED ON OR AFTER OCTOBER 1, 20## IS
CONTINGENT UPON APPROVAL OF FY## FUNDS. This comment can be
automatically entered in the comments area by clicking on the Preset button.

Instructions: Execute the following steps:

You have been asked to do a training session in Dallas, TX from September 26" through October
2" This trip spans the current Fiscal Year and the new Fiscal Year. You will need to make
sure your expenses have been allocated to the correct Fiscal Year funding. Your authorization
will need to include the following costs:

Estimated Expenses
$538.00 = Round-trip air fare
$23.79 = Transaction Fee
$100 = Taxi Fare

$400 = Rental Car

$65 = Gas

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.

» 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.

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 = Giving Training in Dallas, TX

YVVYVYYV

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.

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

Begin Travel = 9/26//##

Depart = RES

End Travel = 10/2/##

Return = RES

Comments = {Click on the Preset button}

YVYYYV

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.

» Lookup or Enter the location (i.e. Dallas, TX)
» Click the Ccreate | (Document) button

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 ExpEn=es in the Document Toolbar to bring up the Edit/Enter Expenses
screen.
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Step Action
5 | Enter the following information on the Edit/Enter Expenses screen:
Airline Flight Traveler $538.00 (Class = Y)
TMC Transaction Fee $23.79
Taxi $50.00
Taxi $50.00 (Date 10/2/##)
Rental Car $400.00 (Date 10/2/##)
Gas $65.00 (Date 10/2/##)
» Click the |save| (Expense Changes) button when completed
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Note: You could allocate half the costs of an expense that would be charged in the old fiscal year
and the other half to the new fiscal year. It suggested splitting that cost out by the dates to make
it easier to allocate.
6 | Click on Accounting jn the Document Toolbar to open up the Available Accounting Code

screen.

» Verify there is current FY accounting code

» Verify there is a new FY accounting code

» If there is not, click on one from your master list
» Click on Allocate
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Step

Action

6a

The Accounting Code Allocation Summary screen appears.

Accounting Code Allocation Summary for 9KYBS0028

Quick Tip For this Document you can:
Expenges can be alocaled by percenl, dale, Expense calegory | payment method, ameunt, of Pdividual Expense. mors Close | Alocalion Sereen

Current Alocation Method: By indridual Expenses

CON. CARRER AGENCY CARD COM. CARRER AGENCY CARD
Lodgng-PerDiom  GOVEE 57500 Lodging-PerDlem  GOVCE 57500
WEE-PerDiem OTHER 32450 MEIE-PerDizm OTHER Jzatn

RENTAL CAR GOWCC 400.00 GOVICC 400.00
TRANSALCTION FEES AGENCY CARD AGENCY CARD 2379
Tranzperi
OTHER 16500
Expense Category  |Payment Method vpe
CON. CARRER AGENCY CARD
Ledging-Perlliem GOVCE
UEE-PerDism OTHER
RENTAL CAR GOWCC
TRANSALCTION FEES AGENCY CARD
Transport COTHER

» Click on the Expense Level Allocation tab
» Click on Expense
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Step Action
6b | Using the drop-down listing, change the 10/2/## expenses to the new FY code
Expenses on Current Document
ute | Descrion | ey wethou [Ssonsor ype] _mount | Organzatoniave ]
092710 Aine Fight  £o=1 528,00 RI0-01/738R1B23 10 1)
02T 0 Lodging GOWCC 115.00 H:A001/3BR1EZ3 10 » |
D270 IEIE OTHER 4425 H-10H01/28R1E23 10 | |
02T 0 Taodd OTHER 50.00 H-10-01/28R1E23 10 ||
- e . SGEENCY - P

0271 0 Transoction CARD 23,79 H-10-01/ 28R 1EZ3 10 vl

Fees
(281 0 Lodging GOWCC 115.00 H-10-01/38R1E23 10w |
DR800 WEIE OTHER 59.00 H-10-01/38R1EZ3 10 ‘Vl
(2810 Ladging GOWCC 115.00 H-1001/38R1E23 10 ||
281 0 MEE OTHER 55.00 H-10-01/38R1E23 10 Vl
0301 0 Lodging GOVCC 115.00 H-1001/38R1E23 10 |||
BEC301 0 MEE OTHER 55.00 HA0-01/ 28R 1823 10 v|
100110 Ledging GOWCC 115.00 H1001/ER1E2I |
10110 W&IE OTHER 59.00 H0-01/38RI1EZ31T | » |

Gas- .
100241 0 RentalGovt QOTHER B5.00 H-1HD/3BRIEZ31T

. Rl il il |
10N 0 M&E OTHER 4435 HADZERIBZ3T | |
10/ 0 Rental Car GOVEC A00.00 H-I001/38RT1EZ31T |
100 0 Tad OTHER S0.00 HAMDAEBRIBZ3T |

» Click Done
6¢c | The Accounting Code Allocation Summary screen appears.
Accounting Code Allocation Summary for 9KYBS0028
Quick Tip
Expenzes can be aliocated by percenl, date, expense calegory [ payment method, amount, of individual expense. mers | Close | Alocation Sereen |
Current Allocatien Method: By individusl Expenses
COWN. CARRIER AGENCY CARD 538,000 COMN. CARRER LGENCY CARD 53500
Lodging-PerDiem  GOVCC 450,00 Lodging-PerDlem | GOVECE s78.00
VEE-PerDism OTHER 2128 MEE-PerDem QTHER aza 50
RENTAL CAR GOWCC 000 RENTAL CAR GOVICC A00.00
TRANSACTION FEES AGENCY CARD 2379 TRANSACTION vy camD 2179
Tranzpert OTHER 50.00 FEES
Transpart OTHER 165.00
COW. CARRIER AGENCY CARD oo
Lodging-PerDiem  GOVCC 115.00
MEE-PerDiem OTHER 103.25
RENTAL CAR GOWCC 400.00
TRANSACTION FEES AGENCY CARD 000
Tranaport OTHER 115.00
» Verify amounts allocated correctly
FY 2010 67




Travel Manager 9.0 Training Extras

Step

Action

7

Click on Tetals in the Document Toolbar to open up the Total Details screen

Total Details for 9KYBS0028

Quick Tip For this Document you can:
Click the Wiew Advances for Document ink fo add or updale an advance. mere D‘ View Advances for Document
Currency: U.5. Delar Back | Continue

Total Estimated Expenses: 2, 02623
Computed Advance Authorized: S00.00
Advance Requested: 0,00

Expense Category Details

COu. CARRER AGENCY CARD H-10-81 JERIBZII0 £38.00
Lodging-PerDism GOWCS H-10-0 3ER1EZI 0 480,00
M&E-FerDiem OTHER He10-001 3ER1E23 10 22125
TRANSACTION FEES AGENCY CARD H-10-01 328182310 2378
Transgport QOTHER H-10-31 JERIBZI0 S0.00
Lodging-PerDism GOWCS H-10-01 3ERIBZMT 115.00
MEE-FerDizm OTHER H10-01 383182211 103.25
RENTAL CAR GOWCC H-10-01 38R182311 400.00
Tranzport OTHER H-10-01 JERIBZI 115.00

Expense Category Advance Details

]
i

MEE-FerDiem 324.50
Transport 185.00

» Verify the totals

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

Pra.Audit Results

B account SR . o _ -
WAL DATION FAL Invaln ACCS Code - JBRABZ391:2011 14 23R1B23PO0 10010000 00000000

& AMEMDMENTS PASS.

B amounTeaRTo  page

[ aperovaL v BASS

B poc conrergice
WALDATION

PASS
@ 0OC P END Thi
PROCESSING is document references NEXT FISCAL YEAR accountng or dates.

By oocrrenn
PROCESSING

@ DOC Fy END This dacument may be conditionally approved, Subject 1o Avalabity of Funds (SAF). If you aré sure that the currént ACCS distribution 5
PROCESSING corect yeu can “Continue Stamping the Document™. If not, you must “Cancal Pre-Audt Resulfts®.

B noc weEace
VALDATION

@ OOC PRIOR YEAR B
PROCESSING HEE

B uroueTA HUKBER  PASS
B valpatevium  PASS =

This document rafers to muliple fiscal years in elher the Iip dates or the ACCS distribution.

PASS

8a

If you are trying to enter a SAF document and using a new FY ACCS, but the rollover
has not happened yet, you may see an error under Account Validation that the ACCS is
invalid. This is because more than likely the project codes for the new fiscal year have
not been set up in CFS yet. You will not be able to use that ACCS until that happens.
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Step

Action

8b

You will also now see “Blank” statuses which are also warnings. Depending upon the
type of SAF document (crossing FY's versus only new FY) the messages will vary. All
these warnings are doing is giving you a heads up that there are costs, codes, or dates
that span or go into the new FY. It will not stop you from stamping your document.

» Stamp the document SIGNED
The Pre-Audit Results for Document # screen appears.

» Verify the document status is PASS
» Click the = Continue |(Stamping the Document) 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 a message toward the bottom stating
and email has been sent to “email address”.
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