Travel Manager 9.0 Training Exercises

Exercise #2a: Travel Authorization (Traveler Information& Adhoc Expenses)

Obijectives: e Create a new travel authorization
e Edit traveler information
e Add an ad-hoc expense

Notes: This exercise covers how to create a basic travel authorization to a single location. It
also covers editing the traveler information within the document.

Instructions: Execute the following steps:

You have been instructed to attend a training class in Chicago, IL. The class dates are the June
22" and 23", You will have travel days on either side of the training. Your POV costs will
include a person taking you to the airport and picking you up. Since this is the first authorization
you are completing, you will have to enter some basic traveler information. Your authorization
will need to include the following costs:

Estimated Expenses

$255.00 = Round-trip air fare

$24.60 = Transaction Fee

50 miles one way to airport using private vehicle (POV)
$350 for Rental Car

$65 for Rental Car Gas

$30 for Parking at the hotel

$50 for Hotel Tax

$50 for Internet Fees

Step Action

1 From the Home screen:

» Click Create New Document from the Document Toolbar

2 | 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 se&k=ct a traveler, chick on the WHum ar Travaler Hame lbokup bullon, mare
VHumiD| |

Traveber Name
&

stcr kot pare and <lick ko
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Step Action

2a | If you chose VNum lookup icon, you will get a list of travelers you have access to
showing in vendor number order.

Enter Search Criteria
VYHum Search

Search Results Click on an entry to =elect it
Search Results Prev 20 Next 20
Vg ________________Jlastame ___________________ Firsthame M |
0001-00001 Gaitherzburg Erin R
0001-00002 Gaitherzburg Jackie A
0001-00003 Gaithersburg Joan 4]
0o01-00004 Gaithersburg Wichagl |
0001-00005 Gaitherzburg Robert a
0001-00008 Gaithersburg Carohyn A
0001-00007 Gaithersburg Liz |
0001-00003 Gaithersburg Terrance N
0001-00009 Gaitherzburg Scott C
0001-00010 Gaithersburg Mary A
oood-oo014 Gaithersburg Ken E
0001-00012 Gaithersburg Ted E
0001-00013 Gaithersburg Chriz H
0oo1-00014 Gaithersburg Steve T
0001-00015 Gaitherzburg Sharon H
0001-00018 Gaithersburg Sue u
0001-00017 Gaithersburg Larry A
0001-000138 Gaitherzburg Williarn |
0001-00019 Gaitherzburg Fred R
0001-00020 Gaithersburg Annette 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 Name Search

Search Results Click on an entry to select it
Search Results Prev 20 MNext 20
LastName ___ Fisthame W fWNom |
Bak Darren P J001-00004
Blanchard Tamrmy W 1001-00010
Coons Brian Z A 0010000
Elliot James T J001-00003
Gaitherzburg Carolyn A ooo1-00008
Gaitherzburg Jackie A ooo1-00002
Gaithersburg Kathy A ooo1-00022
Gaithersburg Larry A ooo1-00017
Gaithersburg Mary A 0001-00010
Gaithersburg Caleb B 0001-00030
Gaithersburg Scott C 0001-00009
Gaitherzburg Andrew D ooo1-0o027
Gaitherzburg Alex E ooo1-00025
Gaithersburg Benjamin E ooo1-00028
Gaithersburg Ken E ooo1-00011
Gaithersburg Ted E ooo1-0o012
Gaithersburg Chris H 0001-00013
Gaithersburg Sharon H 0001-00015
Gaitherzsburg Bianca | ooo1-00025

————1— Gaitherzburg Liz | ooo1-00007
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Step Action
Note: You can do searches on either vendor numbers or last names by typing them in the fields
provided and clicking SEARCH.
2b | The New Document screen appears with your traveler’s name and vendor number filled

n.

New Document

For this Document you can:

Quick Tip
To =elect a traveler, click on the VNum or Traveler Name lookup button. more
Create | this Document
VNum G| 1001-00004 &
Traveler Name Add Traveler | g Travel Manager
[Enter last name and click lookup] @| Bak, Darren P | &
document Type @]

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

FY 2012 — Version 1.0 Restricted Rights Notice-For NOAA and BIS Users Only 3




Travel Manager 9.0 Training Exercises

Step

Action

3a

The Document Information screen appears with the Document Information tab
highlighted and fields displaying. Any field with the red arrow icon next to it is a
mandatory field and must be filled in.

Document Information

Quick Tip For this Document you can:
Enter or edit the general document information. If this is a trip based document, click the Trip Information tab to editiview Create | Document
the trip information. Autherizations Vouchers LocalVouchers

_Cancd |

Traveler Name:  Darren Bak

D e icrmion—

Document Type [+ Ry

Document Name @

Report Date @ [10/12/2011
TA% D

Sponsored Travel
Currency | U.5. Dollar
Type Code D R
Purpose Code @ b

Document Description [+ ]

Document Default Accounting Code ﬂ
Default Accounting Code Org

Enter the following information:

Document Name = Same as TA#

TA# = Use the first one listed on your domestic log

Type Code = 1-SINGLE-DOMESTIC

Purpose Code = 3-TRAINING ATTENDANCE

Document Description = To attend training in Chicago, IL

YVVYY

**Report Date automatically populates with current system date**

Note: NOAA Travel Regulations (NTR), sections 301-2.1 (p), (r), and (t) explain about the
requirements for the production travel authorization numbers.
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Step Action
3b | Click on the Trip Information tab. If you click the Create button prior to clicking the
tab you will receive an error message. Clicking the OK button will take you to this tab.
Document Information
Qu‘ck‘ﬁp. . . N . . . . o For this Document you can:
:Ehrgﬁ:isrilﬁir:r;:?ifin;ﬁ;gEi;;tr:';ennst Ll}L?Jr;az:inL;fct:suﬁughter:ibased document, click the Trip Information tab to editiview Document
_Cancsl |
Traveler Name:  Darren Bak
TripNo 1
Begin Travel@l:l Depart | | Depart Selection R
End Travel@:l Return | | Return Selection —v_|
Trip Duration | Muttiple days b
Comments
Preset |
Enter the following information in the top part of the screen:
» Begin Travel = 06/21/##
» Depart = RES
» End Travel = 06/24/##
» Return =RES
» Comments = CBA OBLIGATION #:00191674 Organization 1D:142002
TRAVELER PO#:00191673
Notes: The Depart & Return fields have a drop-down list to the right of them. Use a value
contained in the drop-down list to populate the Depart & Return fields.
These fields will not be populated until some traveler information is added and saved to the
traveler’s profile.
Entering the CBA Obligation information here is only for training purposes, in production the
system will do that step upon approval/datalinking the TA.
3c | 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.

Itinerary Locations

Replace ALL lodging and M&IE information Create additional rows
[ Avaibate | DepartureDote Enerary Locaton
062111 [ |os2a1 [EE | searchi O
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Step

Action

Notes: If a mistake is made under the Begin/End Travel fields, the same mistake will show on the
Arrival/Departure Date fields. You will have to manually change each field.

When attempting to correct the Arrival/Departure Date fields, another line will appear below
with the correct dates, just ignore those dates, they will disappear when you finally create the
document.
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Step

Action

3cl

There are two different way in order to look up a location. The first is to:

> Click the Lookup # icon
This will open a new window that allows to search by country or state.

Itinerary Location Lookup for

Quick Tip For this Page you can:
Select State/Country from the drop-dowen list. Select from the list of available locations in Use | Location

the Location field. Click the Rates, Mealz, Quarters or Feotnotez buttons, if dizplayed, to

view the respective data for the selected location. mere

Close |without Selecting Location

Select ltinerary Location
State/Country | v| Location

Once a State/County has been selected, the Location field will populate with only the
active records to choose from.

Location e

AURORA

BOLINGBROOK

BOND COUNTY

CALHOUM COUNTY

CAPITAL APT AGS

CHARLES MELVIN PRICE SPT CTR
CHICAGO

CHICAGO-O'HARE IAP ARS
CLINTON COUNTY

COLLINSVILLE

COOKCOUNTY

DANVILLE NAVAL & MC RESERVECTR
DECATUR NAVAL RESERVECTR
DU PAGE COUNTY

ELGIN

» Select the one you want (Chicago, IL)
> Click the Y| (Location) button

The field will then be populated with the selection.

Itinerary Locations

Replace ALL lodging and M&IE information Create additional rows
| Amvaioste | oeparuredste ] nersylooston _ Junisied
621/11  [E  |oes24n1 [E  [cHicAGO. IL searcnd O

> Click the “ceate | (Document) button
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Step Action

3c2 | The second way is to enter the location in the Itinerary Location field:

» Type in the field, the name or partial name and click Search

Itinerary Locations

Replace ALL lodging and M&IE information Create additional rows
| Arrival Date Departure Date tinerary Location Unlisted
621/ BB [oer2artnt JEE [ehic search O

If there is more than one location with the same name, a drop-down listing of possible
matches will appear below the field. Use the drop-down arrow to select the correct one.

Itinerary Locations

Replace ALL lodging and M&IE information Create additional rows
I Arrival Date Departure Date ttinerary Location Unlisted
0621/ [EE josr24n1 B |cHICAGOL search# O

CHICAGO,IL

CHICAGO L
| CHICAGO-O'HARE IAP ARSIL

I—Iﬂ | IEI searchih |:|

If this is the only location, it will automatically fill in the location area.

Itinerary Locations

Replace ALL lodging and M&IE information Create additional rows
™ Avaiaie | Oopartrebate | Eeerarylocaton  |Unisi]
ez [E8 [oe2411 [EE [BoSTON.MA search#h O

Notes: It is better to do a search on a partial name rather than the whole name, as the system if
looking for an actual location and the name must be typed exactly the way it is in the system.

If you type a partial location and clicked search but nothing came up, take a look to see if what
you typed is correct. If it is, you may want to use the lookup icon to see if it is an active location
in the per diem location table.
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Step

Action

4

The Document Information screen still appears but the Document Toolbar now has
different options available. It will also show your Document Name & TA#. The top of
the screen will show the Document Name and the Create button is now Save.

Setup Reports Logout Help MOAAFSDITM Web Page Document Preparatic

U?“R Document Information for 1DABS0050
rin g
Traveler: g Quick Tip For this Document you can:
Darren Bak Enter or edit the general decument information. If thiz is a trip based document, click the Trip Information tab to Save | Chan to Document Information
[ TA: 1DABS0050 edit’view the trip information. Authorizations Wouchers Localvouchers J o

(1DABS0050) Cancel
=Document Summary Back Continue

P EIT Traveler Name:  Darren Bak

= Traveler Info

+ Document Document Information ‘mﬂ m m

Information

= Charge Card Manager Tripto 1
- Expenses Begin Travel ® [06/21/2011 Depart Depart Selection
= Other Autherizations End Travel @ |05/24/2011 Return Return Selection
ALAEET I Trip Duration | Multiple days R
= Totals
= Document Status CBA OBLIGATION £#:00131874 Organization /_“
Comments |ID:142002 TRAVELER DOg:00131&73
= Perform Pre-Auditz DREDARID BY: therese.rubis@nosz.gov ~ | Preset |
= Preview Document - .
Itinerary Locations
= Cloze Document
[] Replace ALL lodging and M&IE information Create additional rows
Arrival Date Departure Date tinerary Location Unlisted
® (w2 [o6r22/11 [cHIcAGO.IL searchf O
‘ | | Searchif O

To edit the traveler information click on Travelerinfe jn the Document Toolbar

Notes: The Traveler Information can only be accessed and/or changed by a traveler or Group
Administrator after a document has been created.

A new functionality was added to allow Group Administrators the ability to edit a traveler’s
record outside of a document, through the Administration Module. However, they will only have
the ability to edit the travelers in their group.
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Step Action
5 | The Update Traveler Information screen appears with limited data entered.
Update Traveler Information
Quick Tip For this Page you can:
;du'rtr;he traveler's information. Click on the tab to edit the respective data. Make all changes on all tabs and then save. I Apply Changes Globally
Whum 1001-00004 NAME Darren P Bak Profie Changes
M without Saving Profile Changes
P personal Data | Duty Station | Addresses | Phone#s | Accountinfo. | TravelPrefs. | Membership | Miscellaneous |
) =
VHum @ 1001-00004 Present Station | |
Host VHum l:l
Name | | Organization aﬁ
Last Name © [Bak | Printed Org
Firsthame ®[Daren  |[m [P | Title/Rank
Gender Position | |
Prefix Cardholder Code
suffic || Tax sSH®[0i00s |
City of Residence | | State | |ﬁ Routing List
E-Mail | |
ome [
5a | On the Personal Data tab enter the following information, if not filled in:

» City of Residence
» State
» Present Station (Duty Station) — For Employees ONLY

By entering this information on this tab, it will transfer to other tabs. These fields are
also what will populate on the Document Information screen - Trip Information tab -
Depart/Return Selection fields.

Verify the following information:

First Name

Last Name

Middle Initial

Email Address — For Invitational Travelers — may want to make sure it is the
address of the preparer of the travel document.

YV VYV

Make any changes to the traveler’s personal information as necessary.

Note: Certain fields (i.e. Organization) can not be changed by the traveler or preparer.
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Step

Action

5b

Click on the Duty Station tab and enter the following information:

» Present Station (if done on the previous tab will automatically fill in here)
» Voucher Name and Title

» Authorization Name and Title

» (optional) Additional #1 Name and Title

Verify the following information:

» Number of Work Hours (should be 8)
» Time Zone (should be 6=ET, 7=CT, 8=MT, 9=PT)

Update Traveler Information

% Quick Tip For this Page you can:

Edil the fraveler's mformation. Chick an the tab fo edi the respective data. Mak= all changes on all 1abs and thén save
merg [] Aty Changes Giebaty
VHum 1001-00004 HAME Darren P Sak Save IPI'D'M Changes

Qose | without Saving Profie Changes

muty stavon | Acaresses | Pnoness | Accountinfo. | Travel Prefe.
e

Present Station | No. of Work Hours |&_
Agency | TimeZone [§
Uit
s Code
Hamie Title Clearance
Voucher | | [ |
Authorization | | [ |
Additional #1 | | [ |
Additional #2 | | [ |

Notes: The Voucher & Authorization Name/Title fields are what will print out on the hard copy.

The Additional #1 & #2 Name Title fields are for additional signatures that may be needed, for
example foreign travel.

5C

Click on the Address tab and enter the following information:

Home Address Duty Station Address
Street Address Street Address
City City
State State
Zip Zip
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Step Action
Personal Data | d Addreszes | Phone #s Account Info. Travel Prefs. l.lembershl Miscellaneous ]
StreetAddress |
City |
State |#% zip | |
Country | |!ﬁ
Street Address | | Ckﬁrl
| |
| |
City |
state # zip | |
Coun‘lry ﬁ
Note: The address that prints out on the hard copy will be the one entered on the Home Address
section.
5d | Click on the Phone #s tab and enter the following information:

» Home Number
» Duty Station Number
» Duty Station FAX Number

Perzonal Data i | Addresses | Phnn:- #= | ﬁccount Info. Tra\rel Prefs. Membershl Mlscellaneous ]

* Home Number
* ' Duty station Number
# ' Duty station fax Number
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Step

Action

5e

Click on the Account Info. Tab and do the following:

> Click on the Lookup # icon

Personal Data | Duty Station | Addresses | Phone#s [ Accountinfo. | Travel Prefs. | Membership | _Miscellaneous |

* Traveler Account Detaile
Default Accounting Code | ﬁ Clear

Maximum Authorized Amount 0.00

Authorization Analysis Period

Account Status
Default Project Codes Org
vetaitprofectcodes [ |

* Traveler Accounte

A new window appears listing all ACCS codes that the traveler has available to them
based off their organization.

= Default Accounting Code Lookup - Windows Internet Explorer

Label || | Search
Cancel |

Search Results Click on an entry to select i

Search Results Prev 20 HNext 20
Classfication Code

H-06-01 General Travel FY11  2011-14-JTRNTRVPO0-06510000-00000000——

H-06-01 ?’;_r;‘:m' Travel VA= 544414 TRNTRVPOD-10010000-00000000——

H-08-01 S;_%ﬁrﬂ' Travel VA= 504414 TRNTRVPO0-20010000-00000000——

H-06-01 General Travel FY12  2012-14-KTRNTRVPO0-06010000-00000000—

H-DB-01 fﬂ‘:rﬂ' Travel FY12= 5045 14 KTRNTRVPOO-10010000-00000000—

H-06-01 gﬂﬁm' Travel FYA2- 5045 14 KTRNTRVPOO-20010000-00000000——

> Search for the label name or click on the Label to select that ACCS code to be the
default for the traveler.

Notes: Users may search on a full or partial label name. They may not search using the
classification code information.

Only the first 20 accounting codes will appear in alphabetical order by label name.

A default accounting should only be added to the traveler if they usually use that accounting for

all trips. If the traveler uses multiple ones throughout the year, you may want to skip this step.

FY 2012 — Version 1.0 Restricted Rights Notice-For NOAA and BIS Users Only 13




Travel Manager 9.0

Training Exercises

Step

Action

5f

The Travel Prefs. & Membership tabs are only used if a traveler or group administrator

wishes to save information pertaining to their travel, such as aisle seating or hotel/car
membership programs.

_Personal Data | Duty Station A

Travel Frefs. | Membership | Miscellaneous |

Deliver to | Maing [ ETieket? Agency #A
Method P;.E—| class [ |
Type v
citizenship [ |4k Transmission | Avematic v
Passporthio. [ | special Instr |
epoate [ [
Dep Airport | #4| ] Hatel 4
sirline I Room -
Seat v [ smoking? Bet [ v
Location - Special Instr |

Meals L
Speciol Instr |

Membership Programs:

[ Edt [Delote[ Copy | Type [ Venar | Hembership Number Add

Note: These tabs are for information only. They do not transfer to the Travel Management
Center.

59

The Miscellaneous tab fields are entered by the Help Desk. This information pertains to
what Field Finance Branch and Bureau the traveler belongs to.

!
" Personal Data | _Duty Station | Addresses | Phone#s | Accountnfo. |_Travel Prefs.

Mizcellaneous Data

aureay
S —
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Step

Action

5h

To save the changes:

» Click the Apply Changes Globally checkbox (Done ONLY IF this is to be the
saved as the default information for all future documents)

> Click the save| (Profile Changes) button (Done ONLY IF this information is to be
changed for this document only without the checkbox being checked)

[C] Apgly Changes Giobaly

Flrume Changes
Qose | without Saving Frafie Changes

The screen will save the information and the Document Summary screen will appear.

For training purposes --- Do NOT click the checkbox --- only click SAVE.

Note: Traveler Information as well as Master List Accounting information can be added
by Group Administrators, logging into the Administration Module of Travel Manager.
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Step

Action

6

The Document Summary screen is broken into different sections. You will have to use
the scroll bar on the right to view the other sections.

Document Summary for Travel Authorization 1DABS0050

Quick Tip For this Document you can:
For specific information, click on a Details link. You can sign and =tamp your document from the Document Status
section. more b Print &m

i3 Sign this document

Save |Document
Close |0.l'rerl[)ounﬁ'l
@ Document Status Current Status: CREATED Awaiting: Erin R. Gaithersburg for Status: SIGNED

Signature PIN Remarks

Stamp and Route I

Traveler Details Traveler ID: 100100004 Traveler Name: Darren Bak Organization: H-06-01 |
-5 SLE-

@ Document Information TA#: 1DABS0050 Currency: U.S. Dollar Type: E:all:{EiEEll‘

Location From To Per Diem Rates

J-TRAINING ATTENDANCE CHICAGO,IL 06021711 06/24/11 166.00 / 71.00 (04/01/11-06/30/11)

To attend training in Chicago

@ Reservation Details No Reservations
Reszervation Type Vendor/Carrier Lodging Location et #Res. #
@ Expense Details Expense Total: 745.5
e JExpense Cotegory Expense Descrioion Cost_————[Payment Hethod
062172011 Lodging-PerDiem Lodging 166.00 Govee
082172011 M&IE-PerDiem M&IE 53.25 OTHER
062212011 Lodging-PerDiem Lodging 186.00 GOVee
082212011 M&IE-PerDiem M&IE 71.00 OTHER
06/23/2011 Lodging-PerDiem Lodging 186.00 GOVee
082372011 M&IE-PerDiem M&IE 71.00 OTHER
06/24/2011 Lodging-PerDiem Lodging 0.00 GOVCE
082472011 M&IE-PerDiem M&IE 53.25 OTHER
|© Other Authorizations Details No Special Authorizations
& Accounting Details Accounting Total: 0.00
Organization Label Amount
@ Sponsor Details Sponsor Expense Total: 0.00
Organization Sponsor Amount
D Totals Details Total Reimbursable: 746.50
Dizburzement Type Amount
Estimated Cost T45.50
Advance Requested 0.00
@ Enter Comments Expand section to view or edit comments
CEL OBLIGATION #:00191674 Organization ID:142002 TRAVELER PO#:00151673 =

PREPARED BY: therese.rubisfnoaa.gov

AUTHORIZED BUSINESS CALLS

[

APPROVAL OF TRAVEL SCHEDULED TC BE ACCOMPLISHED ON OR AFTER OCTOBER 1, 2011 I3 | Preset
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Step Action
6a | Each of the Section Names, such as Document Status or Expense Details, is clickable
and will take you to that screen. If there is data already entered in that area, the
information will show up below the Section Name.
To the left of the Section Names is an arrow @ that is clickable and will either expand or
shrink the section.
@ Expense Details Expense Total
-
08/21/2011 Lodging-PerDiem Lodging 166.00 GOVCC
0672172011 M&IE-PerDiem M&IE 53.25 OTHER
0872272011 Lodging-PerDiem Lodging 166.00 GOVCC
0672272011 ME&IE-PerDiem RM&IE T1.00 OTHER
08/2302011 Lodging-PerDiem Lodging 166.00 GOVCC
08/23/2011 ME&IE-PerDiem M&IE T1.00 OTHER
06/24/2011 Lodging-PerDiem Lodging 0.00 GOVCC
06/24/2011 M&IE-PerDism ME&IE 5325 OTHER
|® Expense Details Expense Total: 746.50
6b | Up at the top right of the screen is a Print link. This allows a preparer to print this
information out as it is shown on the screen. Itis NOT the official hard-copy document.
7

Click on ExpEn=e= in 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.

Edit/Enter Expenses for Travel Authorization: 1DABS0050

Quick Tip For this Page you can:
Enter or edit expenses. Each line below displays a different expense. To edit expense detailz not dizplayed below, B e
click the Detailz icon next to the expense description. To delete an expense, use the check box. Enter all expenses and Display Express Expense Screen
changes and click Save. more TrresCinTres
Expense Category | (All Expenses) v| Search I Clear | Changes
Startbate [ | Back | Continue
avwe |
Current Allocation Method: By Individual Expenses Currency: U.5. Dollar
Expense Entry  Customize Display Prev 10 Mext 10
|@-|—
By @ | = = 165.00 [# | Govee
EE R -| = E E|otHeR v
By B | = = =166.00 [Govee v
B B i) =] El |OTHER v
By B | =] = B166.00 [Govee v
By B = =] El |OTHER v
B B 2] = El |Govee v
B B = B B Blomer =~
O By [os/2172011 [ = E] | ~
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Step

Action

Ta

In the middle section of the screen you will see four links. The first time entering a
document, you will want to click on the Customize Display link.

Expense Entry

A new window will open allowing you to change the number of lines of expenses
displayed on the screen. The default is 10. We suggest you change the 10 to 25 and
click Save.

ﬁ Customize Display - Windows Int... E|§|@

Enter the number of rows to display? 10

_Save | Close |

The screen will refresh now displaying the number of lines you selected.

Notes: It is suggested not to do change it above 25 lines as it will affect how long it takes to
make changes or save. It could possibly also put the system in a perpetual loop where nothing
will be changed or saved.

This change is for the person creating the document. It is not associated to the traveler.

7b

The other links in that middle section will do the following:

Add Rows — Will add 5 more blank rows at the bottom of the screen
Prev # - Will go to the previous # of records (default is 10)
Next # - Will go to the next # of records (default is 10)

If you made a change to the number of rows to display the Previous & Next links will
show the number that was selected.

ic

The Search Criteria is something to be utilized more on the voucher side, as it “filters”
what is shown on the screen based off the expense category or Start/End date entered
and searched on.

Search Criteria
Expense Category | (Al BExpenses) hd

Start Date

End Date
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Step

Action

7d

The actual expenses can be entered either by clicking the drop-down arrow to select
from the list of values:

O By 06/21/2011
O By 06/21/2011 1POC-Private Vhcie

. ZPOC-Al Mileage
O % 06/21/2011 3POC-Private Plane
D % 06/21,/2011 4POC-Alt Mileage

. SPOC-Private Motorcycle
O Ba 06/21/2011 Airiine Flight
O By 06/21/2011 Airport Shuttle

ATM Fees -
O By 06/21/2011 g X
OR

Type in a value, which could have an option in the list of values or could not be part of
the list of values.

O By 06/21/2011 |Et A
0 By 06/21/2011 Taxi B
. THC Tranzaction Fees
O By 06/21/2011 Train =]
A % 06/21/2011 Travelers Check Fees 3
O By 06/21/2011 =]
0 By 06/21/2011 B
O By @ [we21/20m =]

Notes: If an “ad-hoc” value is entered into the field, the expense category will need to be chosen
from a list of values.

If the value is chosen from the list, the expense category and payment method will automatically
be populated.

A payment method should never be changed, EXCEPT for when an airline charge is actually
reimbursable to the traveler.
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7e | In most expenses, the amount of the expense can be entered directly into the Cost field.
There are some exceptions. To get into the details of the expense, click on the Expense
Detail El icon, which can be found to the left of the Cost field.
O By 06/21/2011 1POC-Private Vhale =] MILEAGE e
O By 06/21/2011 |53 Aidine Flight (= ]| cOM. CARRIER e
7f | There are three costs that the detail area will need to be filled out:

» Mileage
» Airline Flight
» Lodging (for M&IE costs)

FY 2012 — Version 1.0 Restricted Rights Notice-For NOAA and BIS Users Only 20




Travel Manager 9.0

Training Exercises

Step

Action

7f1

Mileage details, will allow the preparer to enter the miles and the system will calculate
the total cost based upon the date (giving the correct mileage rate) and the number of
miles entered. This can be done on the General Details tab. Mileage must be calculated

this way or the system will see it as an error.

Expense Details for MILEAGE 06/21/2011

For this page you can:

Quick Tip
% View or edit all detailz for thiz expense. Click the tab to see the respective expenze detailz. To zave Use | Expense Detail Updates

changes to expenze detailz, click the Use Expense Detail Updates button and on the main expense
BCreen, Save exXpenses. Close | without Saving Expenze Detailz

Expense Date@ Payment Method @
Expense Cost@l:l uso Reimbursable Taxable
Quantity | | Rate (0500 | Vendor | |
Expense Category@| | Accounting Code
Expense Description ®| E
Comments

The Mileage Details tab, allows the preparer to enter the details about the mileage — to
and from locations. Not usually used for domestic trips — more for Local VVouchers.

Expense Details for MILEAGE 06/21/2011

For this page you can:

Quick Tip
% View or edit all detailz for thiz expenze. Click the tab to =ee the respective expenze details. To save Use | Expense Detail Updates

changes to expense detailz, click the Use Expense Detail Updates button and on the main expense

E=Creen, Save expenses. Close | without Saving Expense Detaile

General Details

From Location | |

To Location | |

Once you have the information entered, you will need to click Use (Expense Detail
Updates) button to take the information back to the Expenses screen.
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712

The Airline Flight details, will allow the preparer to enter specific information pertaining
to the airline, such as cost and class.

Expense Details for COM. CARRIER 06/21/2011

Quick Tip For this page you can:
View or edit all details for this expense. Click the tab to see the respective expense details. To save Use | Expense Detail Updates

changes to expense detailz, click the Use Expenze Detail Updates button and on the main expenze

SCTEEN, Save EXPENSES. Close | without Saving Expense Detailz
ﬂIE E!I@ Elin Ticketed Transportation Details

Expense Date @ 06/21/2011 Payment Method i@y AGENCY CARD »

Expense CostI@I:I uso [] rReimbursable Taxable

Quantity | | Rate | | ¢4 Vendor | |44
Expense Category@l | Accounting Code
Expense Description @l E
Comments

The cost should be entered on the General Details tab in the Expense Cost field. You
would then click on the Ticketed Transportation Details tab, where the class needs to be
entered.

Expense Details for COM. CARRIER 06/21/2011

% Quick Tip For this page you can:

View or edit all details for this expense. Click the tab to see the regpective expensze details. To save Use Expense Detail Updates
changes to expense details, click the Use Expense Detail Updates button and on the main expense

SCTEEn, Save eXpenses. Close | without Saving Expenze Details
General Details Ticketed Transportation Details
Ticket No ) See Attached Ticket 1 | DepartFrom | |
Dep Date I:I _ Arrive At | | ﬂ_

Issue Date I:I _
Ticket Date _ Confirmation No I:I
Class I:I
Ticket Value Carrier I:I
Contract Fare Contract Carrier I:I

The Ticket No field will be automatically filled in with “See Attached Ticket 1”. The
other fields can be entered, but the Class field must be entered otherwise you will
receive a pre-audit failure.

Once you have the information entered, you will need to click Use (Expense Detail
Updates) button to take the information back to the Expenses screen.

Notes: First Class tickets are authorized for travelers with flight times of 14+ hours, however, a
CD-334 must be filled out, approved, and sent along with the TA to the NOAA Travel Office
prior to ticketing. NTR 301-1.28 & 301-10.126-132.
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713

Anything concerning the Lodging or M&IE costs will need to be changed on the details
from the Lodging line.

The General Details tab allows the preparer to make changes to the lodging cost and
change it to an actual cost, by entering the cost in the Expense Cost field and using the
drop-down for the Expense Category to select Lodging - Actuals.

Expense Details for Lodging-PerDiem 06/21/2011

% Quick Tip For this page you can:

View or edit all details for this expense. Click the tab to see the respective expense details. To save Use Expense Detail Updates
changes to expense detaile, click the Use Expense Detail Updates bution and on the main expense

ECreen, Save expenses. Close | without Saving Expenze Detailz
Expense Date@l:l Payment Method @ GOVCC A
Expense Cost@|166.00 USD Allowed: 166.00 Reimbursable Taxable
Quantity | | Rate | | 44 Vendor | | ¢4
Expense Category@l | Accounting Code
Expense Description @l E
Comments

The Lodging Details tab allows the preparer to enter conference allowance amounts
which affect the lodging costs. It also allows the preparer to enter leave data, which will
affect both lodging and M&IE costs. There’s also a place if any meals are provided or if
you need to override M&IE costs in general.

Expense Details for Lodging-PerDiem 06/21/2011

Quick Tip For this page you can:
View or edit all details for thizs expense. Click the tab to see the rezpective expenzse detailz. To zave Use Expense Detail Updates
changes to expense detaile, click the Use Expense Detail Updates butten and on the main expense
ECreen, Save expenses. Close | without Saving Expenze Detailz
General Details
D Conference Allowance Leave Data
Conference%l:l @® MNone HourleI
Conference Rate 0.00
A O Annual
Conference Descr|pt|on| |

Sponsoring Agenc‘y| | O other

Meals Provided
M&IE Override

Breakfast
- Quarters I:I
D Lunch
[J pinner

Once you have the information entered, you will need to click Use (Expense Detail

Updates) button to take the information back to the Expenses screen.
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Action

g

Any additions not saved will not be saved if your screen refreshes — like clicking next or
changing your display. There is not an automatic save to this screen.

7h

Enter the following information on the Edit/Enter Expenses screen:
Airline Flight $255.00 (Class = Y)

TMC Transaction Fee $24.60

Rental Car $350.00

Gas-Rental/Govt Car $65.00

Parking Fees $30.00

Hotel Tax $50.00

1POC-Private Vhcle 50x4 = total mileage

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

Notes: If a transaction fee is reimbursable to the traveler, the Expense Category “Other’” must
be chosen.

It is better to over estimate than under estimate. If you under estimate to much, an amendment
may have to be done and approved prior to submitting the voucher.
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7i

You find out the hotel doesn’t have free internet. So in order to cover the costs, you
need to add it to your expenses. To do that enter Internet in a blank field:

O By 06/21/2011 [E5Intemet] =]
O By 06/21/2011_EE (No Matches) =

You’ll then need to tab out of that field

O By 06/21/2011 |59 Intemet =] e

Because this expense is not in the drop-down listing (i.e. ad-hoc), you will need to select
the category for this expense. Click on the drop-down arrow:

v

CC ATM Advance Fees
Lodging

LODGIMG TAX

M&IE

OTHER MEIE

CTHER NON-TR
COTHER TRAVEL
Personal Expenses
REG FEES ADP

REG FEES MON (FED)
REG FEES MON {OTHER)
REMNTAL CAR
TRAMSACTION FEES
TRANSPORT
Withholding Tax

This expense is like a Miscellaneous one, which the category for is Other Non-Travel
(Other Non-TR). So select that one. This will then populate the Payment field. Now
enter the amount ($50.00) in the Cost field.

0O By 06/21/2011 [E5Intemet ~1| OTHER NON-TR « [31[50.00 OTHER

» Click the [save| (Expense Changes) button when completed
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8

Click on @ther Authorizatiens jn the Document Toolbar to open up the Other
Authorizations screen.

Other Authorizations for 1DABS0050

Quick Tip For this Document you can:
Select an Other Authorization from the Master List below to add to the Authorization. more

Back Continue
Master List of Other Authorizations

ACTUAL EXPEMSE

ANWUAL LEAVE OR NON-DUTY DAY'S
ATTENDANT TRAVELING WITH EMPLOYEE
AUTHORIZED ATW ADWANCE NTE
AUTHORIFED BUSINESS CALLS
AUTHORIFED COM. CARR PURCH Wi/ P11 FUNDS
AUTHORIFED EXCESS BAGGAGE
COMFEREMCE ALLOWANCE
ENDORSEMENT

EXCESS BAGGAGE

EXTRA AR OR RAIL FARE

GOWT-OWNED VEHICLE AVAILABLE
GROUP AUTHORIZATION

INTERNATIONAL CLEARANCE
JUSTIFICATION FOR RENTAL CAR

MEALS PROVIDED

NOW ECONOMY CAR AUTHORIFED
NOW-CONTRACT AIR FARE

NOT LOWEST PRICE CONTRACT CARRIER
OPERATIONAL FLIGHT

OTHER (See remarks below)

OTHER AUTHORIZFATION

PAID B FOREIGN GOVERNMENT

PAID B% NON-FEDERAL SOURCE

PER DIEW LOCATION FOOTHOTES
PERSONAL DEVIATION-TINERARY/TRANS MODE
POV USE NOT ADVANTAGEOUS TO GOVERNKMENT
PRE-PAID EXPENSES AUTHORIZED
PROFICIEMCY FLIGHT

RENTAL CAR EXCEPTION AUTHORIFED
TEMPORARY SEA

TEMPORARY SHORE

TRAVEL CASH ADVANCE

Other Authorizations
® OTHER PRIVATELY-OWNED WEHICLE

It gives the preparer the ability to put some specific authorization information to the
document by clicking on the other authorization link (i.e. authorized business calls) to
add it to the document and then click on the link under the Other Authorizations to add
remarks to it. The other authorization on the hard copy will be under #5 and the remarks
will be under #8. Some of these authorizations get automatically added based upon the
expenses that were added (i.e. POV).

For this exercise, just verify that POV has been added as an “Other Authorization”
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Step Action
9 | Click on Accounting jn the Document Toolbar to open up the Available Accounting Code
screen.
Available Accounting Code for 1DABS0050
Quick Tip For this Document you can:
% To =elect an account code, click the label link. To search by label, type some of the labelin the fizld and click the Add | New Accounting Code
Search button. To refrieve all account codes with the =ame label from all orgs, type the entire label and click the
Retrieve button. more Back Continue
Accounting Code ’—| Search | Retrieve |
Master Accounting Code ick Accounting Code Label to add to Document
Search Results Prev 20 Next 20
H-06-01 W 2011- 14- JTRNTRWVPOO- 06510000 00000000- - - - -
H-06-01 7$:'Tr_a'1;[;:e' 2011 14- JTRNTRVPOO- 10010000 00000000 - - - -
H-06-01 W 2011- 14- JTRNTRWVPOO- 20010000- 00000000 - - - -
Accounting Code for 1DABS0050 Click an item to editidelete it
& edit ¥ Delete
The first time going to the accounting for the traveler, even if you added a default
accounting for them, will not show up on this document. The changes for the accounting
you did on the traveler information will not take place until the next document.
9a | The Available Accounting Code screen is divided into the following sections:
» Enter Search Criteria
» Master Accounting Code
» Accounting Code for Document Name
It also has the ability for a preparer to Add a new accounting code to their document
and/or master list.
9b | The Search Criteria section allows a preparer to either:
Search on a full or partial label name against their master list
OR
Retrieve a code by the full label name from another organization
9c | The Master Accounting Code section will list all accounting codes that had been added

to the preparer’s organization.
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9d | The Accounting Code for Document Name section will list all accounting codes that
have been associated to this document. If a traveler was set up with a default accounting
prior to this document, that code will show at the bottom. If the traveler does not have a
default accounting, one will need to be selected from the Master Accounting Code
section or be added manually using the Add button.
Note: A preparer can add up to five different account codes to one document. With more than
one account code associated to the document, the preparer will have to allocate the costs to the
various codes.

9e | For this document, please find and select the label General Travel FY11

10 | Click on Tetale in the Document Toolbar to open up the Total Details screen.
Total Details for 1DABS0050

% Click the View Advances for Document link to add or update an advance. mere P View Advances for Document
Currency: U.5. Dollar Back Continue
Total Estimated Expenses: 1,671.10
Computed Advance Authorized: 1,150.00
Advance Requested: 0.00
Expense Category ________JPaymentMiethod _________JOrganizafion ______JAccounting CodeLabel _____________JAmount _|
COM. CARRIER AGENCY CARD H-06-01 General Travel Fy11 255.00
LODGING TAX GOVCC H-06-01 General Travel Y11 50.00
Lodging-PerDiem GOVCC H-06-01 General Travel Fy11 458.00
M&IE-PerDiem OTHER H-05-01 General Travel Fy11 248.50
MILEAGE OTHER H-06-01 General Travel Fy11 100.00
OTHER NON-TR OTHER H-05-01 General Travel Fy11 50.00
OTHER TRAWEL OTHER H-06-01 General Travel Fy11 30.00
RENTAL CAR GOVCC H-06-01 General Travel Fy11 350.00
TRANSACTION FEES AGENCY CARD H-06-01 General Travel Y11 2450
TRANSPORT OTHER H-06-01 General Travel Y11 65.00
LODGING TAX 40.00
Lodging-PerDiem 398 40
M&IE-PerDiem 193.50
MILEAGE &0.00
OTHER NON-TR 40.00
OTHER TRAVEL 24.00
RENTAL CAR 280.00
TRANSPORT 52.00
10a | This screen is broken out into the following sections:

» Total Estimated Expenses & Advance Authorized
» Expense Category Details
» Expense Category Advance Details
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10b | The Total Estimated Expense/Advance Authorized section is at the top. It will give the
preparer a total estimated amount of the authorization as well as the computed advance
amount that is authorized. This is all based off what had been entered for the travel
expenses.

10c | The Expense Category Details section gives the preparer the totals using a breakout by
Expense Category, payment method and accounting.

10d | The Expense Category Advance Details section gives the preparer a breakout of what
expense categories that were used to calculate the Advance Authorized total.

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

BBABL e RNy g eefem- | Lo Id @I -

10/13/11 TA |DCC HO: 1DABS0050

PACE 1 ** Read Privacy Act On Last Page ** TRAVEL A 1DABS0050
1) NAME: Bak, Darren PF. VHum: wEF-wD004
ADDR : PHONE:
MAIL CD:
ORG: H-06-01
TITLE:
DUTY : TZ: 6 SEC CLR:
RES: . CARD: INVITATIONAL
HOURS : B
FFB H BUREAU 14
2) TRAVEL A 1DABS0050 DATE: 10/13/2011 TYPE: 1-SINGLE-DOMESTIC
3) TRAVEL PURPOSE: 3-TRAINING ATTENDANCE

To attend training in chicago

4) GENERAL ITINERARY

D-RES: ,

A-CHICAGO, IL 166/71
D-CHICAGO, IL

L RES: ,

5) OTHER AUTHORIZATIONS |&) EST COST
OTHER PRIVATELY-OWNED VEHICLE |coM. camm
|LcDeIRG T

0.00
40.00
398.40
198.B0
20.00
40.00
24.00
350.00 280.00

11a | The document opens up in an Adobe PDF file. This give the preparer the Z_ibi"ty to Print
or Save the document using the icons found on the Adobe Toolbar. ( = 1))

Notes: Any system generated comments will not appear in section 8 of the document until after
the approving official has approved the document. This includes the purchase order (PO) &
CBA Obligation numbers.

You may print your document at this point, but you may have to reprint the document after the
approving official has approved the document. This is due to the requirement for the Travel
Management Center (i.e. AdTrav)to have the CBS Obligation number as well as Document
History Page that shows the approval in order to get the tickets issued.
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11b | To close this preview, you may click the red “x” in the upper right hand corner. Just be
careful that if you had maximized the screen, you only single click the “x” otherwise you
may end your Travel Manager session prematurely.
12 | Click on Perform Pre-Audits in the Document Toolbar to open up the Pre-Audit Results

screen.

Pre-Audit Results for 1DABS0050

Quick Tip For this Document you can:
Click the Magnifying Glaze icon to view detail comments for each audit procesz. more Close |PrB—Au|:I'rt Results

Document Name: 1DABS0050
Type: TA

Traveler: Bak, Darren
Status: PASS

Pre-Audit Results

L e

[\ AcCOUNT VALDATION PASS
[Ex AMENDMENTS PASS

[E\ AMOUNT PAID TO TRAVELER PASS

[\ APPROVAL BY TRAVELER PASS

[\ DOC CONFERENCE VALIDATION PASS

[\ DoC Fr END PROCESSING PASS

Ex DOC MILEAGE VALIDATION PASS

[\ DOC PAA AD-HOC EXPENSES PASS

[\ DoC PAA DOCUMENT NANE PASS

[\ DOC PAA FOREIGN HOTEL TAX PASS

[\ DoC PAA LAUNDRY CONUS PASS

[\ DoC PAA LAUNDRY FOREIGN PASS

[\ DoC PAA LAUNDRY OC-NON PASS

[\ DoC PAA TICKET CLASS PASS

El DOC PRIOR YEAR PROCESSING Thig document references PRIOR FISCAL YEAR accounting or dates.
[ uNIQUE TA NUMBER PASS

B vaLDaTE viun PASS

Notes: It is a good practice to verify there are no errors with your document prior to submitting
it for review and approval.

You’ll also see new pre-audits due to Post-as-approved (PAA).
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12a | The Pre-Audit Results screen will show the whole document status as well as the
individual audit processes the system is checking along with the status of those
processes. The processes are:
Blank or WARN = Warning
FAIL = Failure
PASS = Pass
A warning just gives preparer an idea that something is different with the document, but
will not stop the document from the signing/stamping process. A failure means that
something is wrong with the document or a process within the document. These failures
have to be fixed prior to the signing/stamping process. A pass lets the preparer know
that there were no issues with all of the Travel Manager audit process, so the document
is ready for the signing/stamping process.
13 | Click on Document Status in the Document Toolbar to open up the Status screen.
Status for 1DABS0050
& Qu‘cl_('l’lp _ B For this Document you can:
The Signature PIN is case sensitive! more pr—
Back | Continue
Status to Apply | SIGNED ~
Signature PIN [
Reason | « |
Remarks
Document Routing This is the routing path the current document will take once routed
porrc s e |
Erin R. Gaitherzsburg SIGNED 0
Document History This is the status history for this documen
10413411 8:MAM CREATED Erin R. Gaithersburg
13a | This screen is broken out into the following sections:
» Status to Apply/Signature PIN
» Document Routing
» Document History
13b | The Status to Apply/Signature PIN section will automatically select the proper status,

which in this case should be signed. The preparer would then enter their signature PIN
in that field and then click the Stamp button.

Note: The Status to Apply would only have to be selected if making a change after the initial
document had been submitted for routing.
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13c | The Document Routing section shows the routing that needs to be accomplished. From
the creation of the document, it will only show the name of the person who needs to sign
the document, which will be the one who prepared it. Once the document has been
stamped signed the routing list for reviewers/approvers will then show based upon the
criteria set up in the routing lists.

13d | The Document History section shows every status that the document has gone through.

This includes any amendments or adjustments as well as the following statuses:

CREATED
SIGNED
REVIEWED
PROCESSED
APPROVED
DATALINKED

Note: All statuses are in the past tense, whether they have been done or not. If you do not see a
status you think should be in the history, it may be because the status has not been stamped yet,
so check the Document Routing section.
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13e | » Enter your Signature PIN
» Enter your Remarks

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

The Pre-Audit Results for Document # screen appears:

Pre-Audit Results for 1DABS0050

% Quick Tip For this Document you can:
Click the Magnifying Glass icon to view detail comments for each audit process. more Continue Stamping the Document
Document Name: 1DABS0050 Cancel |pre-Audit Results
Type: TA
Traveler: Bak, Darren
Status: PASS
E\ ACCOUNT VALIDATION PASE
ng AMENDMENTS PASS
Ei AMOUNT PAID TO TRAVELER PASS
Igt APPROVAL BY TRAVELER PASS
[\ poc conFerencE vALDATION PASS
ng DOC FY END PROCESSING PASS
Ei DOC MILEAGE VALIDATION PASS
Igt DOC PAA AD-HOC EXPENSES PASS
[£ poc pas DOCUMENT NAME PASS
[\ poc PAA FOREIGN HOTEL TAX PASS
&DOC PAA LAUNDRY COMUS PASS
Igt DOC PAA LAUNDRY FOREIGN PASS
&DOC PAA LAUNDRY OC-NON PASS
[\ poc Paa TICKET cLASS PASS
EL DOC PRIOR YEAR PROCESSING Thig document references PRIOR FISCAL YEAR accounting or dates.
mllhllnIIETA KITMBED PASS
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13f

» 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”—FOR EMPLOYEES ONLY

Home

Quick Tip

Wizlcome to Travel WManager. Chck the “more” link in Last Documents to go to Open Document Page, Clhick the "more” ink in Review Documant to open Review
Document Page. Chck the Document icon to open the document. mere

Last Documents more Documenis to review  mor
Iﬂ’.‘ﬂﬂ!‘llﬁﬁiﬂ....:......Iﬂ!..ﬂ:!..----.-mﬂ.--
EET 000400010 SKYBSO0Z D820 Bl 000400010 SKYBLOOO 02800
@1;\ 000200010 SKYBSI002 0RINS

Messages:

« Email has been sent to-Jonathan Wof@noaa gov

For EXCEPTED TRAVELERS - The Home screen will appear with the document
appearing in the Last Documents area. The preparer will have to inform the Approving
Official when the document is ready for approval in the system.

Home

Quick Tip
% Welcome to Travel Manager. Click the "more” link in Last Documents to go to Open Document Page. Click the "more” link in Review Document to open Review
Document Page. Click the Document icon to open the document. more

News
Pleaze contact your LO Budget Office for guidance on the appropriate accounting code to use for trips that begin or end in FY 2011.

REMINDER: TAs created using the procedures for “Emergency Travel and System Doewntimes® still require lectronic approval in the system.

—m —m
@ TA 100100004 10ABSO0S0 082111 @ TA 000800001 1TSTS0001 073011
@T,c\ oposo000M ATSTS0001 073011 ®

Notes: An email will be sent to the first level of review/approval set up in the routing. If there
are 3 people that have been set up in the routing list, you will see all of their emails listed on this
screen.

Until the document has been approved, a preparer may go back in and adjust the document. If
that happens, the preparer will have to re-stamp the document signed for the changes to go
through the routing process.

Demonstration — Manual Approval of Document
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