Travel Manager 9.0 Training Extras

Constructed Travel Voucher

Objectives:

Notes:

Instructions:

e Create a constructed travel voucher

If at all possible, a Cost Comparison should be done in advance of preparing
the authorization thus a constructed voucher would not be needed. The form
can be found at:
http://www.corporateservices.noaa.gov/~finance/Sl.costcomp.PDF

This will show how to create a constructed (cost comparison) voucher when a
traveler deviates from the authorized itinerary and/or transportation mode
because of personal preference.

FTR, section 301-10.4 through 301-10.8, explains that agencies must select the
method of transportation most advantageous to the Government considering
the total cost to the Government including cost of per diem, lost work time, and
actual transportation costs. If a traveler deviates from the authorized method
of transportation, the traveler is responsible for any additional costs incurred.

When a traveler deviates from the preferred method of transportation, a cost
comparison must be performed. Two versions of the voucher are prepared -
one to determine the cost of the trip as it was authorized, and the other to
determine the cost of the trip as it occurred using the traveler’s preferred
itinerary and/or mode of travel. The traveler will then be reimbursed for the
lesser of the two vouchers.

Note: FTR, section 301-10.309 explains what the traveler will be reimbursed
when the traveler uses POV instead of Common Carrier. Section 301-10.310
explains what the traveler will be reimbursed when the traveler uses POV
instead of a Government automobile.

Travel regulations indicate that when doing a cost comparison you can not use
any local travel or other miscellaneous expenses incurred while at your
Temporary Duty location. In order to claim these expenses when doing a cost
comparison in ITM, we recommend that you enter any local travel and other
miscellaneous expenses on both the voucher for the trip as it was authorized
and on the voucher for the trip as it occurred. This way the costs for local
travel and miscellaneous expenses offset each other during the comparison and
are reimbursed regardless of which trip is selected for payment.

Execute the following steps:

Part 1 - Creates a voucher from the original authorization. This voucher (Trip 1) will reflect the
trip as it was authorized.

Part 2 - Use the add feature to create a second voucher. This voucher (Trip 2) will be added to
reflect the trip as it occurred.
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Part 1

Include the following costs:

e Actual Lodging

e Actual M&IE

e Actual Lodging Tax

e Actual local POV (if any)

e Estimate Common Carrier

e Estimate Common Carrier Fee

In order for the traveler to be reimbursed for the local travel expenses, the traveler must claim the
actual local travel expenses (POV) for the trip.

Step Action

1 » Createthe TV from TA
> Click the | create button

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

> Click back on the Document Information tab

Document Information for 9S0BS0001

Quick Tip For this Document you can:
[Enter or adit the genaral gocument information. If thia & a Irip based document, Cick the Trip nformation tab to nges . |
editivizw the brip information. Autharizations Vouchers LocalVouchers e R e ‘
Cancel [
Back | Continue | |

Traveler Hame:  Spencer Boulder

Document Information

Document Type DT
Document Hame @ 550650001

Report Date @ 11232005 | [

Tas @ gs08S0001
Sponsored Travel
Currency | L5 Dalar »|
Type Code @ 1.5INGLE-DOMESTIC ||
Purpose Code © |

1-SINGLE-DOMESTIC
Document Description @ 2-5INGLE-FOREIGH

iannon, WY

Documment Default Ascounting Code PREPAID EXPENSE

Detault Accounting Code Org |H-10-01

» Click the drop down list for the Type Code field and select CONSTRUCTED

> Click [Save] (Changes to Document Information) button
» Click the Trip Information tab
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Step

Action

2b

The Document Information page appears with the Trip Information tab information
showing on the screen with an Add Trip button.

Document Information for 9S0BS0001

Q Quick Tip For this Document you can:
Ender or edit the genaral document information. If this is a trip based document, click the Trip Information tab to "
aditfview the bip information, Authorizations Vouchers Localouchers e e

_Cancel |
Back | Continue I
Traveler Hame:  Spencer Boulder
Trip e |1 v@ Add Trip

Begin Travel D (02372008 | [[B Depart [RES:, | Depart Selection | RES:, v

End Travel @ 0292008 | [ Return |RES:, | Return selection | RES. ~
Trip Duration | Mullinle days |

Comments

| [Proset |

ltinerary Locations

[l Repiace ALL lodging and M&IE information Create additional rows
[Deite] amivaiDate | DeparieDaie ] Eeerarylocatin  —___ Unieied
o [oezans Bl [oerzems [ [BUCKHANNON. WV |searchif

Click on Expen=e= in the Document Toolbar to view the Edit/Enter Expenses page

Edit/Enter Expenses for Travel Voucher: 9S0BS0001

Quick Tip Faor this Page you can:
Enter or edf expenses. Each ine balow displays a different expense. To edi expense detalls not displayed below,
click the Details icon nexd to the sxpense description, To delsls an expense, wse the check box, Enter al expenses and

L5 Dizplay Express Expense Screen

changes and click Save. mora Expenze Changes
Reset | ancosgn

Expense Category '-{.PII Expanaes) b Clear | Changes

Start Date =l E‘ Corginue
End Date | =]
Current Allocation Method: By Individual Expenses Currency: U.& Dollar
Expense Entry  Customize Dispiay
O By B |oeesm [EE e fght [F]|coM.CARRIER v  [B[53556 AGENCY CAR
0O By @ |oaz3:2009 [EE[Hotsl Tax [=]| LODGING TAX » Bz500 GOVEE
B B =] =1 BEooa GOVCE
BB = = [ ? oTHER
0 Ba B o200 [EE1rociiee ihee [ MILEAGE [»| Bs182 OTHER
0O By | B [0s/23:2009 [E=|Paking Fees [=]|OTHER TRAVEL »| [F 7000 OTHER
[ By B oe2va00s [EE Renacar | RENTALCAR v [®300.00 GOWCE
[0 By B |oez32003 [EE[TMC Trnsaction Feas [=]| TRANSACTION FEES |v [8) 23.79 AGENCY CAR
0 By B |z E_Gas-ﬂ.mlal;ﬁoﬂ(:a [=]| TRANSPORT | | & e5.00 OTHER
B B =] = Eon GOVCE
[ — — = ———

3a

Enter the actual expenses incurred (e.g. Lodging, M&IE, Lodging Tax) and leave the
estimated expenses not incurred as estimates (i.e. Airline/Rental Car).

Also include any actual local travel expenses incurred, so that regardless of which trip
comes back less (more advantageous for the Government) the traveler will still be
reimbursed those local expenses.
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Step

Action

3b

When finished entering all the actual/estimated expenses based on what should have
occurred as the trip was originally authorized, click Save.

Edit/Enter Expenses for Travel Voucher: 9S0BS0001

Quick Tip For this Page you can:
Enter or edk expenses. Each ine balow displays a ditferent expense. To edi expense delalls not displayed below,
click the Datais izon nexd o the sxpanss descriphion, To delels an expanse, use |he chack box, Enter all expanses and

changes and click Save. mgre
Expanse Changes

Search Criteria [ — Inlmghg
Expense Category | (4] Bparses) v Clear | changes
Start Date Jl=:] Back | Continue
End Date | =]
Current Allocation Method: By Individual Expenses Currency: .5, Dollar
Expense Entry  Customize Display

s Display Express Expense Screen

|mmm——ym_-ym"-lm

0O By B |2y [E Aine fgt [=][cOM.CARRIER |v| B53556 AGENCY
O B3 B [oez32009 [EE[Hotel Tex ]| LoDaING TAX v 31354 GOVIT
B B = B R soce
By B = E|(EE B OTHER
0O By B |ezve [E170Ceivae e [=]| muEscs v B2ss OTHER
[ By B [02232009 [EE|Paiing Fees [=][ OTHER TRAVEL |w]| E 1000 OTHER
0O By B |e2200s [ Renal car [Zl[RenTaLCaR v 300,00 B sovce
0 B3 B [0e232009 [EE[TMC Transaction Feas [=]| TRansACTION FEES [w| [E23.78 AGENCY
0 By B o200 [ Ges-Aenal Gov Car ]| TRaNSPOAT || Bs5.00 OTHER
0O B2 | B [oe2a2009 [EEH[Hotel Tax ][ LODGING TAX. » 1254 GOV
M ™~ Trrenl = = -
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Step Action

4 | Click on Tetal=  in the Document Toolbar to open up the Total Details page.

Total Details for 950850001
Quick Tip
If necessary, enter changes and chck 0K, more Edit Adv: I-lppﬁ&ﬂ
Save 8 Calcuate |Tﬂala

MI Continue

Currency: U.S. Dolar

Expense Summary

Total Expenses: 180232
Tatal Hon-reimbursable Expenses §58.35
Total Relmbursable Expenses: 1,244.00
Advance Jutsianding: n--:lo --------------------

Advancs Applisd 000 0.0
Total Relmbursable Amount: 1,244.00

Charge Card Reconcilation

All Amounts Relmbursable Amounts
Reimbursable Charge Card Expenses: 20,00 £30.00
Hon-Reimbursatie Charge Cand Expensss: 558.35
Total Charge Card Expenses: 1,248.35 £30.00
Charge Cord ATW Advance Taken: 0.00 0.00
Total Amount On Charges Card: 1,248.35 £20.00
Agditional Payment to Charge Card: 009
Maximum Charge Card Reimbursement: £30.00
(Actual rerbursement may be different)
Reimbursement Summary
Actual Charge Card Reimbursement: £90.00
Traveler Reimbirsemant: -
(Due From Traveler if negative: 55400
Total Amount Reimbursed: 1,244.00
[Fe [Eosmsscaisgoy — [owmeniuetos  [opmuaen  [accommgooseime  [amoun |
1 COM. CARRER AGENCY CARD H=10-01 Ganaral Trawel Fr0g 535.56
1 LODGING TAX GOVICC H-10-01 Genernl Travel P 8124
1 Lodging-PerDism GoVCC H-10201 General Trawel FY0E 380,00
1 MSE-PerDism OTHER H10.01 General Trawel FYE 253.50
1 MILEAGE OTHER H=10-01 Ganaral Trawel Fy0E B4.26
1 QOTHER TRAVEL OTHER H-10-01 General Travel Fridg To00
i RENTAL CAR GOVCC H-10-01 General Trawel P& 300,00
1 TRANSACTION FEES AGENCY CARD H=10-01 General Trawal FY0E 2378
1 TRANSPORT OTHER H=10-01 Ganaral Trawel Fy0E BEO0

Note: The far left column, at the bottom of the total page, shows the trip number. This is
important when you have more than one trip. It is always important to check the totals
before adding the second trip - once the second trip and expenses are added, this screen
will change to the lesser of the two trips.
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Part 2

Include the following costs:

Actual Lodging

Actual M&IE

Actual Lodging Tax

Actual local POV (if any)

Actual POV or Common Carrier
Actual Common Carrier Fee (if any)

Step

Action

> Click on Decument Infermation. from the Document Toolbar to view the Document

Information page.

» Click on the Trip Information tab
» Clickonthe AddTie |putton

Document Information for 950BS0001

Cuick Tip
Enter or adit the genaral document information. If tha & a trip based document, chick tha Trip information tab to
edibiview the brip nformation. Authorizations Wouchers Localfouchsers

Traveler lame:  Spencer Boulder

Document Information Trip Information

For this Document you can:
Save | Changes fo Document nfarmatian

_Caneel |

_Back | Continue_|

Triptio (2 v B2 Add Top
Bl

Begin 'Ir-wﬂ@_ | = Depart | Depart S»clcction: v
End Travel D E Return | Return Selection | |
Trip Durafion  Mutiple daye w
Comments Preset
ltinerary Locations
[l Reptace ALL lodging and MAIE information Create additional rows
[Decte] amvaiosie | peperureDaie ] Weeemyiocsen  Joneed
' B = | keacnth O
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Step

Action

la

Enter the new trip information as the trip actually happened and then click Save.

Document Information for 9S0BS0001

Quick Tip For this Document you can:
Enter or edit the general document information. If this i & trip based document, click the Trip Information tab to Save: | Changes to Document nfarmation

editiview the trip information. Authorizafions Vouchers LocalVouchers

_Cancel |

Back | Continue I
Traveler Name:  Spencer Boulder
riptio [2 v B33 Add Top
Begin Trave! @ 03222008 | B Depart |RES:. Depart Selcetion | RES: . v
End Travel @ 02302008 | 55 Return  RES: Return Selection | RES: v
Trip Duration  Muliple dayz: w
Commeants

| [Preset |

ltinerary Locations

] Replace ALL lodging and MBIE information Create additional rows
 Deete|
#  [ezns [l [083003 [ [BUCKHANNDN. WY |searchd

Click on ExpEn=es in the Document Toolbar to view the Edit/Enter Expenses page

Edit/Enter Expenses for Travel Voucher: 9S0BS0001

Quick Tip For this Page you can:
Enter or edi expenses. Each ine below displays a different expense. To edi expenze detgils not displayed below, P o
click the Details icon nesd b the sxpenss description, To delele an expense, use the check box, Enter al expenses and Display Express Expense Screen
changes and clck Save. more
Expenze Changes
[ searchCrieria________________ |y,
Expense Category -',NI Exponges) - Clear | Changes
Start Date 2] Back | Continue
End Date =]

Current Allocation Method: By Individual Expenses Currency: U. 5. Dollar

Expense Entry  Customize D

By B =) = Blooo @|sovee .
By B = = e Ei E|oTHER -
B B =] = Bloa @|sovee -
EERE] [=) =] E @ |oTHer ~
By B =] = B[00 @ |sovee ~
EElE] [= B |EE E @ |oTHer ~
B B (=] =l B[oao @ | sovee -
By B [F= = e B @ |oTHER ~
By B = | B[o.00 3| coves .
B2 B [= = ] [ [oTHer -

2a

Enter all the expenses incurred. Also include any actual local travel expenses incurred,
so that regardless of which trip comes back less (more advantageous for the
Government) the traveler will still be reimbursed those local expenses.
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Step

Action

2b

When finished entering all the actual expenses click Save.

Edit/Enter Expenses for Travel Voucher: 950BS0001

Quick Tip Faor this Page you can:
Enter or edit !.‘DICD_@HSB:E. Each ine balow CHSD“&'_B E ditferent expense. To edi expanse dedaiis not displaved Delow, D D Pt T
click the Details icon nexd bo the &xpense description, To dekele an expense, use the check box, Enter all expenses and
changes and click Save. morne FXaenaniChangen
=Y
Expense Category | (4l Bxpanses) - Clear | Changes
startpate | |[F Back | Contirue
End Date =
Current Allocation Method: By Individual Expenses Currency: U. 5. Dollar
Expense Entry  Customize Display AddRows  Fre . Mext 25
[Deiste[Copy[Remize] — Dabe ] ExpenseDeseriphon ] ExpenseCalegory [ Tost [ Paymed
O By B e [FEHoee Ta [=]| LoDainG TAX v B 1354 GOVEE
Ba B = =] Bes.00 GOVCT
B B = = [EE E| OTHER
[ By [ |oe222008 [EE[1F0CPivate vhak =] miEsGE - 1750 OTHER
0 By B |ez32009 [ Hotal Tae ][ LoDainG Tax = B354 GOVCT
Ba B = =1 Bes00 GONEE
By B [E=] = |EE [ OTHER
0O B3 @ [0a/2472008 [EE[Hotel Tax ][ LoDSING TAX  w [F1254 GOMCC
B B = = BEes00 GOVCC
B B = [ B oTiER
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Step

Action

3

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

Total Details for 950850001

Cuick Tip

If necessary, enter changes and ghck 0%, mare

EXpensea Summary

Total Expenzes:
Total Hon-reimbursable Expenses

Total Reimbursable Expenses:

Agvance Oulsianding:
Advance fpplied

Total Relmburzable Amount:

Charge Card Reconciiation

Reimbursable Charge Card Expenses:
Non-Reimbursable Charoe Card EXDenBss:

Total Charge Cand Expenses:
Charge Card ATM Sdvance Taken;

Total Amount On Charge Card:
Additional Payment to Charge Card

Maximum Charge Card Reimbursement:
(A ctual reimbursemant may be diffsrent)

Reimbursement Summary

Actual Chargs Card Reimbursement;

Traveler Rgimburaemant;
(e From Traveker if negative)

Taotal Amount Relmbursed:

Currency: LS. Dolar

All Amounts
£28.32
0.00

628.32
0.0

E28.32

{Totale are baged on irip 2)

For this Document you can:
Edit Advances | spied
Save & Calcudate ITndals

MI Continue

1,341.25
000

1,341.25

0.00

1,341.25

Reimburzabla Amounts
2832

628.32
[eliis]

E2g.32
000

62832

E2832

Tiz54

124126

E:\-:pc':n-_l:n'.- Cate gory Details

[T [Ewpense Cateory |

1 COM, CARRER

1 LODGING TAX

1 Lodging-ParDiem

1 MEE-PerDiem

1 MILEAGE

1 OTHER TRAWEL

1 RENTAL CAR

1 TRANSACTION FEES
1 TRANSPORT

Fi LODGING TAX
2* Lodging-PerDism
28 MEE-Pemiem

2' MILEAGE

AGENCY CARD

GOoVCC

GOVCE

OTHER

OTHER

OTHER

GOVCE
AGENCY CARD
OTHER
GOVCE
GOWCC
OTHER
OTHER

T anahan st coat trin far canstreetsd v sher

[Orgnizaton __Jaccaurting Code Label ___Jamount |

H-10-01 General Travel Fv0g 535,58

H-10-01 Genaral Travel FY0% 2124

H=10-01 Genaral Travel FrOE 380.00

H-10-01 Genernl Travel Fy 05 28250

H-10-01 General Travel FvV0S 8426

Ha10-01 General Travel FYDy Too0

H=10-01 Gensral Travel Fy0E 300.00
Ha=10=01 General Trawel P09 23.78
H-10-01 General Trawel Fy 08 EEDD
H-10-01 General Travel Py 0% 0832
H-10-01 Genaral Travel P09 520,00
H=10-01 General Trawel Y09 331.50
H=10=01 Ganeral Travel Fy 0 381.44

Note: A note at the bottom reads “*denotes lowest cost trip for constructed voucher.”
This shows which trip is most advantageous to the Government. The traveler is
responsible for any additional costs incurred if the “actual’ voucher is more than the

““authorized” one.
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Step Action

4 | Follow the rest of the steps that you would when completing a voucher, such as
previewing the document, performing pre-audits and stamping it.

FY 2011 - Version 1.2 Restricted Rights Notice-For NOAA and BIS Users Only 10




	Constructed Travel Voucher

