Travel Manager 9.0 Training Extras

No Cost Travel Authorizations

Notes: Per NTR 301-2.1(f), a travel authorization must be done when a traveler will
incur travel expenses at no cost to NOAA (zero [$0] dollar travel
authorization), when an outside source or another Federal agency prepays all
travel expenses and NOAA is charged nothing.

A travel authorization is required for all gift or bequest travel regardless of
zero cost since the authorization not only covers the employee, but also shows
that the employee is in a temporary duty (TDY) status.

However, it is important to note travel vouchers (TV) are not required for zero
cost gift or bequest travel.

Instructions: Execute the following steps:

You are required to attend a meeting in Boston, MA concerning research on hurricanes. This
meeting is being sponsored by Boston University and they are paying for all your travel
expenses. Because this meeting will be beneficial to NOAA’s work, you will be going in an
official capacity. This means you must have a travel authorization in place prior to going on
travel, even though it is not being paid by NOAA.

Step Action

1 From the Home screen:

» Click Create New Document from the Document Toolbar

2a | For a Group Administrator, you will need to select a traveler by clicking on the Lookup
icon #h by either the VNum or Traveler Name field.

Mew Document

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

Traveber Name
Euter Rk nares and <lxk -:-h.::-lﬂ ﬂ
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Step

Action

2b

If you chose VNum lookup icon, you will get a list of travelers you have access to
showing in vendor number order.

Cick on an ety to sekect &

Search Results Prev 20 Hext 20
000100001 Gathersburg Erin R
0094-00002 Gathersburg Jackie &
Q091-00003 Gathersburg Joam Q
0001-00004 Gaihersburg Michasl I
000100005 Gathersburg Rabert a
001-00008 Gathersburg Carglyn A
Q01-00007 Gathersburg Liz I
0 1-00005 Gathersburg Terrance K
0001-00009 Gathersburg Scedt C
D009-00090 Gathersburg Mary &
Q091-0001 Gathersburg L E
0po1-00012 Gathersburg Ted E
000100013 Gathersburg Chris H
Q00400014 Gathersburg Sieve T
0001-G0015 Gathersburg Sharon H
ooo1-00018 Galhersburg Sue u
0001-00017 Gathersburg Larry A
0001-00018 Gathersburg Willam [
0091-00019 Gathersburg Fred R
000 1=00070 Gathersburg Annethe N

If you chose Traveler Name, you will get a list of travelers you have access to showing
in alphabetical order.

Enter Search Criteria

Last Hame/| Search

Search Results Click on an enlry 1o salkec
Search Results Prov 20 Hewxt:
ostome  FrstHame i |

Sak Darren P 001-00002
Blanchard Tanery w 100100010
Coons Brian Z 100100001
Eliot James T 1001-00003
Galheraburg Carghn A Q001-00005
Gaithersburg Jackis o 000100002
Gaithersburg Kalfy A 0001-00032
Gaihersburg Larmy A 1-00017
Garheraburg Mary A 0001-008010
Gaithersburg Caleb B 00100030
Gaithersburg Scot [ 0001-00009
Gaithersburg Andrew ] 0001-00027
Gaktharaburg e E Q001-00075
Gaithersburg Benjamin E 0001-00035
Gaithersburg Kan E 000100011
Garthersburg Ted E 0001-00842
Gaftheraburg Chris H Q00100013
Gaithersburg Sharon H 0001-00015
Gaithersburg Banca I 0001-00039
Garhersburg Lz | 0001-00607

In either case, click on the VNum to select your traveler.
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2C

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

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 your Office TA#s

Type Code = 1-OVERRIDE-DOMESTIC

Purpose Code = PURPOSE OF TRIP

Document Description = Should have something in the description about who is
paying for this trip and that it is a no cost authorization.

YVVYYY

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 = Begin Dates of the travel

Depart = From where the traveler is departing from

End Travel = End Dates of the travel

Return = To where the traveler is returning

Comments = {Click on the Preset button} and/or type any pertient comments about
the trip.

VVVVY

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
» Click the Ovemide button
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4c¢

The Override Lodging and M&IE window will open.

= Dverride Lodging and M&IE - Windows Internet Explorer E||§|E|

Override Lodging and M&IE

For this Document you can:

Re=zat | Location Overrides

Use | Location Overrides

Quick Tip

Owermide normal lodging and mé&ke calculations by ueing 1) 8 apecified numbar of days,
or 2} specified tofal cost amounts, To resst the location overrds infarmation, chick
Resst. Enter nenvy ovearride information and chok the Use Locaton Ovemdes button.

Override Type

Close | wihout Seiecting Qverrides

Typa ® cost O Days

Cost Override

Ledging |7

M&IE 7

Days Override

Losdging
MEIE

Under Cost Override section:
» Enter O for Lodging
> Enter 0 for M&IE

» Click Use (Location Overrides)

4d

The Document Information screen will return still at the Trip Information tab.
» Click the create | (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 ExPEnses jn the Document Toolbar to bring up the Edit/Enter Expenses screen.

5a

The Edit/Enter Expenses screen will open and appear to have the lodging and M&IE
costs filled in, however, because you overrode the costs to zero (0), the totals will show
zero even though the expenses are listed on this screen.

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

» Delete the current FY accounting code

» Verify there is a new FY accounting code

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

Note: Even if there are no costs to the TA, it still must have an ACCS associated to it in order to
pass the ITM Pre-Audits.
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Step Action
7 | Click on Tetalz in the Document Toolbar to open up the Total Details screen
» Verify the totals show zero (0).
Total Details for 0CADS0001
Click the View Advances for Decument ink to add or update on advance. more [ wiew Advences for Decument
Currency: U3 Dolar Back | Continue I
Total Extimated Expenses: 1.00
Computed Advance Authorized: 0.00
Advance Requested: 0.00
Expense Category Details
Expense Category _[Payment lethed _____Organizafion ______Jaccountng Code Label ______________larmount |
Expense Category Advance Details
8 | » Verify Pre-Audits

» 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”.

Note: The approving official may receive the following message -- “$0 delta, nothing to
funds check or post. Document stamped APPROVED.”

Just read and acknowledge this message. Any $0 amount authorizations do not result in
posting obligating transactions into CFS.
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