Travel Manager 9.0 Training Exercises

Exercise #2a: Travel Authorization (Editing Traveler Information)

Objectives: e Create a new travel authorization
e Edit traveler information

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

$225.00 = Round-trip air fare

$23.79 = 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

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.

MNew Document

Quick Tip
To s&k=ct a travelsr, chick on the WHum ar Travaler Hame lbokup bullon, mare

VHum D] [ [
Travaler Name
akag] Y

stcr kot pare and <lick ko

FY 2011 - Version 1.1 Restricted Rights Notice-For NOAA and BIS Users Only 1
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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.

Cick on an ety to sekect &

Search Results Prev 20 Hext 20
000100001 Gathersburg Erin R
0094-00002 Gathersburg Jackie &
Q091-00003 Gathersburg Joan o)
onof-o0o0s Galhersburg Michazl I
000100005 Gathersburg Rabert a
Q001-0000& Gathersburg Carpiyn S
0001-00067 Gathersburg Liz I
o0a1-00005 Galhersburg Tefrance N
0001-00009 Gathersburg Scedt C
D009-00090 Gathersburg Mary &
Q001-0001 Gathersburg Ken E
opoi-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
0001-90018 Gathersburg Wikam [
0091-00019 Gathersburg Fred B
o0a1-00a30 Galhersburg dnneths 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 o fm ]
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
‘Gaithersburg Larry A 1 1T
Garheraburg Mary A 0001-008010
Gaithersburg Caleb B 00100030
Gaithersburg Zcoft c 000100009
Gaihersburg Andrew D 2091-00027
Garheraburg e E 0301-00026
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.

Note: You can do searches on either vendor numbers or last names by typing them in the fields
provided and clicking SEARCH.
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Action

2b

The New Document screen appears with your traveler’s name and vendor number filled
in.

New Document

Quick Tip For this Document you can:
To select a traveler, click on the WHum or Traveler Hame lookup button. more
. Create Iﬂlia Document
Wi @ 1001-00004 #
Traveler Name . Mio Trave| Manager
Coter bt v wed clckootap) @ Bak, Darren P &
Document Type @ v

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

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 adit the general document information. If this is a frip based document, click the Trip Information tak fo aditview Creale | Document
he trip Information. Ayhorizabions Vouchers Localoychers

_Gancs |

Traveler Bame:  Darren Bak

Document INformation

Document Type D12
Document Hame ©

Report Date @ (0327200 | [
TA D

Sponsored Travel
Currensy | U5 Daler vj
Type Code @ v
Purpose Code O -
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

VVVYY

**Report Date automatically populates with current system date**
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Step Action
Note: NOAA Travel Regulations (NTR), sections 301-2.1 (p), (r), and (t) explain about the
requirements for the production travel authorization numbers.
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
Quick Tip Faor this Document you can:

Erler or adit the general document information. If this i a trip based document, click the Trip Information tab fo sdittview Docment
thee trip information. Aythorizetions Veychers LocalVouchers
_Cancsl |

Traveler Hame:  Darren Bak
Trip Infarmation

Tripfe 1
Begin Travel @

Depart | | Depart Selection w|

ol (sl

End Travel @ Return Return Selection

Trip Duration | Muitiple days bl

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

YVVVVY

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 Craate additional rows
|
oo [ [eezam0 B |searchd a
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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.

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-down k2. Selact from the et of avallable kecations in Use "

the Location fisld, Click the Rates, Meals, Quariers or Foobnodes butbons, if displayed, bo J L w

viaw the reapective data for the askecied boation. pore

Clo=e |Without Selecting Location

Select ltinerary Location

State/Country » Location W

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

Location |

AURCRA
BOLINGBROOK

BOND COUNTY

CALHOUN COUNTY

CAPITAL 4PT AGS

CHARLES MELVIN PRICE SPT CTR
CHICAGD

CHICAGO-D'HARE LAP ARS

CLINTON COUNTY

COLLINSVILLE

COOK COUNTY

DANVILLE NAVAL & MC RESERVE CTR

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

The field will then be populated with the selection.

Itinerary Locations

Replace ALL lodging and MEIE information Create addifional rows
| ArrhvalDate | Depariure Dats |
e [ [ee2en0 B [CHICAGO. IL |search# O

» Click the create | (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

Iltinerary Locations

Replace ALL lodging and M&IE information Create addifional rows
T Y T S (7]
oenne [ 6240 B [chicd |searcnd 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 Cragate additional rows
|  amvaipste | Deparwrepste | nerarylocaon [unisted]
enao [ [ee2en0 B [cHcaGo.L |searcnd O
[CHICAGDIL |
= = [CHICAGO-OHARE IAP ARS,L |searchil [

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

Itinerary Locations

Replace ALL lodging and MEIE information Creafe additional rows
| ArholDate | Oeparturelate | Minerarylocation  ___|Unisted|
gz [E [s2an [E [e0sTONMA |searcnd |

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.
U::'ﬂ'—ﬁ Document Information for 0DJIBS0001 -
Traveler: . Quick Tip : ] 0 : ! ; For this Decument you can:
b T.E:mﬂssl:m1 :r;i;:rwzgﬂ;;;g;?:;;;z?::ntnhnrnmn If this = a trip kasad document, click the Trip I formation fab ta Save | Changes to Document infarmatian
(0D.B50001)  Cancel |
- Bocument Surmary h-ck _th """" I """""""""""" -
CLLHEITE: TravelerHame:  Darren Bak =
= Traveler nfo o
» Document i i ' Trip Information
-%ﬂanawr Trip o 1
«Expenges gegin Travel @ 06212000 | ) oepart [RES. | Depart Salection | RES: . v |
« Other Autherizations End Travel ® (06202000 | = Return |RES: . Retumn Selection  RES |
:::::'"m" Trip Duration | Mutiple deys -
« Document Statlus Comments FPREFRRED BY: Theress Rubkis =1S0 ‘\i
= Perfarm Pra-Audits AUTHORIZZD BUSINZSS CALLS Zlu’m
T ltinerary Locations
= Cloee Document
[l reptace ALL lodging and MSIE information Create additional rows
[Decte]  amieiDate | Depsrorebale | teemylocan — Jun]
® ey B [z = CeEAsOL |searchidh ]
To edit the traveler information click on Travelerinfe in 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.
5 | The Update Traveler Information screen appears with limited data entered.

Update Traveler Information
g Quick Tip For this Page you can:

Edit the traveler's mformation. Chick on the tab o &di the respective dala. Make all changs on all abs and then save
[Erg lDADBh' Changes Globaly
VNum 1001-00004 WAME Darren P ak [Save Jrofie cranges

Qose | witheut Saving Profie Changes

Fecsonal nformation . [oubyswon |
VHum © 100100004 Present Station | |
Hast WHum
Name Organization |H-D501 ﬂ
Last Name D B2k Printed Org |H-05-01
First Hame D Damen M F‘_ Title'Rank
Gender | WA Position
Prefix | v Cardholder Code [INVITATONAL  »
Surffix Tax §eHD|:
City of Residence State I_I ] Routing List
E-Mail
Harme
Phane
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Step

Action

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 YVYY

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:

Edit the fraveler's mfarmation. Click an the tab {0 &di the respective data. Maks al changes on all tabs and then save. D
Apply Ch Ginbaly
i1 pely Changes.

VHum 1001-00004 HAME Darren P Sak Save |meu Changes
Qose: | withaut Saving Profie Changes

[ buty siation | _Addresses _|_Phomei#s | Accountinfo. |_Travel Prefs. |_Membership |_iscollaneous |
T
Present Station | No. of Work Hours |&_

Agency | Time Zone |B_
unit
wicode [ |

Hamie Title: Clearance

Voucher |

Authasization |

Additional # |

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.

5¢c

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

¥ Home Address

Account Info.

Migcellaneous |

Street Address |

ity |

state |
Country

| zip |

¥ Dty station Address

Street Address |

IH

City

state |
Country

| # zip |

|
#

section.

Note: The address that prints out on the hard copy will be the one entered on the Home Address

5d | Click on the Phone #s tab and enter the following information:

» Home Number
» Duty Station Number

» Duty Station FAX Number

| Duty stalion fax Number

FY 2011 - Version 1.1
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Step

Action

oe

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

> Click on the Lookup # icon

-

Default Accounting Code I— #hy Clear
Maximum Auihorized Amount  0.00
Authorization Analysis Period

Account Info. |

Account Status v
Default Project Codes Org
Default Project Codes i

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

ch Criteria

Search Results =
Search Qes I..- Prev 20 HNexi 20

-E_
H-110- |]1 Z005-14-18KEDSOPOO-1 0O 000 0-0000 00 00—
He10-01 mmzm £010-14-25R1B23P00+10010000-00000000-cr
Hel0-H 4BYWRCEE 08 003 14-45WRCEEPD0 1 00 100000000000 acees
H-10-I1 AEWVRCEE 10 Z010-14-43WRCEEPO0-10010000-000 00000 —
H-10-11 SEMIATE OF Z005-14-S8N2ATERPO0-1 001 0000-00000000—
He10-01 SaNEATE 10 £010-14-55HATEPO0-10010000-0000000 0
Hel0-H TEF243 08 003 14-TEP3A4 3PHZ- 1001 0000-00000000-xwen
HA0-0 TEFRASY 10 HO0-14-TEFIA43FRZ-10010000-C0000000—
H-10-11 Coastallh Z005-14-13H2B01 POO-1 001000 0-00000000—
He10-01 Coastany £010-14-15K3601 P0-10010000-00000000-r
He10-H General Travel Y08 Z009-14-GTRHTAVFOD-06510000- 0000000 e
B-10-11 Toayt eSS 2008-14-GTRNTRVPOO-10010000-00000000—
H-10-11 W 2009-14-GTRNTRVPOD-20010000-00000000—

H-10-11 Genergi Travel EY40  2010-14-HTRNTRVPI0-0851 0000-00000000—

» 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.
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Action

Sf

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.

‘m Accountlnfo. | Trave

Deliver to | Maing O ETicket? Agency #h
Method PJ-F—| class |~
Type v
Citizenship |4 Transmission IW‘
Passport o, special Instr |
Dep Airpart | Hatel #
Airfine [ Raom w
Seat * [ smoking? Bed l—"|
Location B Special Instr |

Meals ~
Special Instr

Personal Dats Duty Station Addresses  © Phone#s | Accountinfo. Travel Prets. Membership

Membershio Programs:
| Edt |Delsle| Copy | Type [ Vendor |  MembershipNumber | Programbame | Nameonfani Q771

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.

P PorsonalData | Duty Station | Addresses | Phono#s | Account info. | Travel Prefs.

FF8 H

BUREAU 14

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

For this Page you can:

[C] &pply Changes Globaty

| Save Imelu Changes
Qose | without Saving Prafie 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.
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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 0DJBS0001

Quick Tip For this Document you can:
For specific information, click on & Detais ink. You can sign and stamp your document from the Document States
secton. more P print I settings

P sign this document

ﬂ]mﬂ
Continue |lrnuimnmrrut

ﬂnln|cmnmrrut

£) Document Status Current Status: CREATED Awmting: Erin R Gathersburg for Status: SIGNED
Status To Apply Signature PIN Remarks:

Samp and Reute |

M Traveler ;100100004 Traveler Hame:  Damen Sak Organization:  H-08-01
- i ~ 1-SIHGLE-
) Document Infarmation Taz: IDJBS0001 Currency: U.5. Dolar Type: DOMESTIC
Location To Per Diem Rates
S-TRANING ATTENDAMCE CHICAGD,IL 0az21M 0 0240 211000 100 (05011 0-0830010)
2 Reservation Details Ho Regervations
RsservetonType [V Cost______osongLocaton Toist #Res #
[~ Expense Details Expense Total: 881,50
C Jowe Expernse Descrption Cost — JPamenilicod |
DEF2172010 Ladging 211,00 GovCe
DEZ12010 M&E 85325 OTHER
DEr2272010 Lodging 211.00 GOVCE
e MEIE T1.00 GOTHER
OG220 Lodging 211,00 GOVCe
DEZ32010 M&E Ti1.00 OTHER
DES2472010 Lodging 0.00 GOVCE
DE220 MEIE 5325 GOTHER
|a Oiher Authorizations Details Ho Special Authorizations
[ Accounting Details Accounting Total: 3]

Organtzabisn Amount

Fponaor Expanse Totak

Total Reimbursable: G561.50

Dishursemand Type Amaunt

Estimated Cost B&1.50

Advance Regquastad 0,00

& Enter Comments Expand section toview or edit comments
PEEPARED BEY: Therese Hubis w130 -

AUTHORIZED BEUSINESS CALLS

APPROVAL OF TRAVEL SCHEDULED TO BE ACCOMPLISHED OM OR AFIER OCIOBER 1, 2010 IS
CONTINGENT UPON APPROVAL OF FY1l FUNDS. w | Preset I
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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:
-__mm_
OE2172010 Lodgng-PerDiem Ladging 211.00 GOVCC
DEZ12010 ME&E-ParDism MaE 83325 OTHER
DEZ2r2010 Lodgng-PerDiem Lodging 211.00 GOVCC
DBZ22010 UEE-PerDiem MEIE Ti.00 OTHER
OE/Z2010 Ledgng-PerDiem Ladging 211,00 GovCe
DEZ3rZ010 WEE-ParDiam MaIE 71.00 OTHER
DEZ4r2010 Lodgng-PerDiem Lodging o.on GOVCE
0222010 WS E-PerDiem MEIE 5325 QTHER
@W Expense Total: 581,50
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=es 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: 0DJBS0001

Quick Tip For this Page you can:
Enter or edi expanses, Each ing below displays a different 2xpeénse, To edi expense defails not displayed below, I
cick the Datalis kcon next to the expenas descrpton. To delsts an expense, Usa the check box. Enter al and Display Express Expense Screen
changas and click Save. more e
Search Criteria Reset I»ﬁ.ll.uduhu
Expense Category | (Al Exparses] v_' Search I @ Changes
Start Date = _Back | Continue
Endoate [ ||
Current Allocation Method: By Individual Expenses Currency: U.S, Dollar
Expense Entry  Cusho
mm—l“
[F== = Bzi1.00 @ [covee
|33 @ = = 1| EEE E|oTHER
By B =] [= Bz1.00 [@ | covee >
By B = = B [@|oTHER >
By B = [= Bz11.00 [@ | covee >
By B = = il | oTHER v
B B = = B Bloocc  ~
By B = [ e 3=z | oTHER v
O By B wnz = EHl = E] E] ¥
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Action

7a

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.

e hitps:ifitmy?-training. ndc. noaa. ... I':j = EJ

Enter the number of rows to l:llﬂ-l:lla'ﬁ"?‘.'ll:l

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.

70

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.

1c

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 Expenses) e

Start Date

ol ol

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 E§ B [e2zon =
O By B e2vz0 [?m“*
O & B e12000 [ SPﬂﬂ-ﬁTaa:l:ﬂ;:rc
O By B w220 = ;xt: -
O B B 620 8] aperg o
O (§a | B [sezzon [ Arer Snite
O By B [z B o
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 B jwazn [E: B
O & B [ezem0 [
O E‘é" B o621z = '.'rl;l::n ranzacion Fees .
O Ey B [e21200 [ Trovelers Check Fees
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.
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 B icon, which can be found to the left of the Cost field.
O Ié B [oszvzn0 [T 1P0CFrivate Vhke 5 MILEAGE [» E]
O B B waane [ adee Aight [=1[com. carmiIER 3
7f | There are three costs that the detail area will need to be filled out:

» Mileage
» Airline Flight
» Lodging (for M&IE costs)
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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 /2010

Quick Tip For this page you can:
View or edit oll details for this expense. Cick the fab to see the respective expense detads. To save Use | Expense Detail Updates
changes o expense details, click the Use Expense Delad Updates bulton and on (he main expense

Close | wihout Saving Expense Detalis

SCTEEN, Save cxXpenses.

LTy

Expense Date @[05/21/2000 | T Payment Method @ OTHER =
Expense CostQ| B uso Retmbursable | | Taxable
quami:,.: Rate [0.500 [, Vendor L]
Expense l;atauor!"b: E Accounting Coda v
Expense Description ) f 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 06/21/2010

Quick Tip For this page you can:

View or edit all details for this expense. Clck the tab to see the respective expense detais. To save Use Expenze Detail Updates
changes Iy expense delails, chick the Use Expenss Delal Updates bulton and on 1he main expense

screen, Save expenses. Close | winout Saving Expense Detalis

From Location

Tao Lacation

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 06/21/2010

Quick Tip For this page you can:

View or edit all details for this expense. Cick the tab to see the respective expense detais. To save Usge | Expense Detail Updates.

changes o expense delails, chck the Uzs Expenge Delad Updales bulton and on he main expenze

SCIEEn, SAVE CHPENSES. Close | wihout Saving Expense Detalis
Ticketed Transpartation Details

Expense Date @[06/21/2010 | ] Payment Method @] AGENCY CARD |

Expense Costi B uso [[] reimbursable | | Taxable
Gruantity | Rate | | & Vendor | _ﬁ

Expense Category )| Accounting Code | v
Expenze Description E
Comments

The cost can be entered on the General Details tab in the Expense Cost field or it can be
entered on the Ticketed Transportation Details tab, where the class can also be entered.

Expense Details for COM. CARRIER 06/21/2010

g Quick Tip For this page you can:

View or edt all details for this expense. Cick the tab to see the respective expense detais. To save Use | Expense Detail Updates
changes Iy expense delails, cick the Uge Expenss Delal Updates bulton and on the main expenze

screen, Save expenses. Close | without Saving Expanze Detalls
Ticketed Transportation Details
Ticket Mo Ses Atached Ticket 1 | DepartFrem [ o
Dep Daie | = Arrive At | A
Issue Date | El_
Ticket Date :aa-'z.-am:- ] 1| Confirmation Ho
Clags |
Ticket Value |0.00 Carrier |
Contract Fare :L‘--IHII | Contract Carrier

If entering the cost, do it in the Ticket Value field. By entering it there, the cost will
automatically fill in the Expense Cost field on the other tab. Ticket Number should be
filled in, which is usually entered on the voucher.

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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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 06/21/2010

Quick Tip

For this page you can:

igw or edi all details for this expense. Cick the tab to ses the respective expense details. To save Use | Expense Detail Updates
changes 1o expense delail, chick the Use Expense Delal Updates bulton and on the main sxpenze

SCTEEN, Save expenses. Close | without Saving Expense Detalis
Expenge Date @ = Payment Method @ G0VCC |
Expense Cost@ 211.00 E uso stowed: 211.00 Relmbursable | Taxable
Quantity | Rate | ﬁ Vendor | ﬂ
Expense Category D] Accounting Code |
Expense Description ) 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 06/21/2010

Quick Tip For this page you can:
Wiew or edit all detaits for this expense. Click the b to see the respective cxpense detols. To save Uze | Expenze Detail Updates
changes 1o expense details, chck the Use Expenzs Delad Updates bulton and on Ihe main expenze
screen, Save expenses. Close | wihout Saving Expenze Detals
[C] conference Allowance ) Leave Data
Conference '.&_ | & None Hours
Conference Rate 0.00 o
Conference Description Annual
) other

Sponsoring Agency

Meals Provided

0 MEIE Override
Ereakfa=si —

Lunch [
O MEIE Amount
D Dinner =

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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Travel Manager 9.0 Training Exercises

Step Action

79 | 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 $225.00 (Class = Y)
TMC Transaction Fee $23.79

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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8

Click on Other Authorizations iy the Document Toolbar to open up the Other
Authorizations screen.

Other Authorizations for 0DIBS0001

Cuick Tip For this Document you can:

Sedect an Other Authorization from the Master List below to add to the Authonzation. more
Back Continue

Master List of Other Authorizations
ACTUAL EXPENSE

A 4 Y
ATTENDANT TRAVELRG ViITH EMPLOYEE
AUTHORIFED ATH ADNVANCE NTE
AUTHORIFED BUSHESS CALLS

AT BG4 Wi Y10 F
AUTHORIZED EXCESS BaGGaGE
CORFEREMCE ALLOWANCE
ENDORSEMENT

EXCESS BACGAGT

ExTR= AR OR Aol FARE

GOVT-OWWHED WVEHICLE AWAILABLE
GROUF AUTHOREATION
INTERNATIONSL CLEARANCE
JUSTEFICATION FOR RENTAL CAR

MEALS PROVIDED

HOH ECOHONY CAR AUTHORIZED
HOW-CONTEACT A FARE

HOT LOVWEST PRICE CONTRACT CARRER

OPERATIONAL FLIGHT
OTHER (Ses remarks bekow )

TH TH Tl
PAD B FOREIGH GOWERNMENT
BAID BY NOM-F &
PER DEM LOCATION FOOTHOTES
PEASOHAL DEVIATION-MRERARY/TRANS WODE
0y USE HOT ADVANTAGEGUS T BNMENT
PRE-2A/ HSES AUTH
PROFICENCY FLISHT
RENTAL CAR FXCEPTION SUTHORFED
TEMPORARY SE4
TEMPORARY SHORE
TRAWVEL CASH ADVANCE

Other Authorizations
|X QOTHER PRWATELY-0WHNED 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 in the Document Toolbar to open up the Available Accounting Code
screen.
Available Accounting Code for 0DIBS0001
Quick Trp
To s=i=ct an account code, cick the label link, To search by abel fype soms of the labelin the fisld and click the ﬂl New Accounting Code
Search bution. To retrieve all account codes with the game label from al orge, type the entire label nd click the
Redriave bulion, mers Boack | Confinue
Enter Search Criteria
Accounting Code | Seach Fastrieve
Master Accounting Code Chick Accounting Code Lobe! to add fo Document
Search Resulls Prev 20 Hext 20
H-08-01 W 201 0- 14- HTRNTRVPOD- 0E510000- 00000000- - - - -
H-08-01 w 2010« 14- HTRNTRVPOO- 10010000« 00000000- - « < «
L o M AN, 14, HTRNTEWV AN, IN1A060N, iAo, . . . .-
Accounting Code for 0DJBS000
T T S
Edt ane
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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Step Action
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 FY10
10 | Click on Tetals  in the Document Toolbar to open up the Total Details screen.
Total Details for 0DIBS0001
Quick Tp
% Chick the View Advances for Document ink to add of updale an advance. more B’ View Advances for Document
Currency: US. Delar Back | Continue [
Total Estimated Expenses: 1 72533
Computed Advance Authorized: 120000
Advance Requested: 0,00
Expense Category Details
SO, CARRER AGENCY CARD RO ACCT CODE 22500
LODGING TAX GOVCC RO ACCT CODE 50.00
Lodging-PerDiam GOVCC KO ACCT CODE 833.00
MEE-PerDiam OTHER RO ACCT CODE 245.50
MILEAGE QTHER MO ACCT CODE 100.00
OTHER TRAVEL OTHER HO ACCT CODE 30,00
RENTAL CAR GOVICC HO ACCT CODE 350.00
TRANSACTION FEES AGENCY CARD RO ACCT CODE 2378
TRANSFORT OTHER HO ACCT CODE BE.00
LODGING TAX 40.00
Lodging-PerDiem 506 40
MEE-FerDiem 198 80
MILEAGE &0.00
10a | This screen is broken out into the following sections:
» Total Estimated Expenses & Advance Authorized
» Expense Category Details
» Expense Category Advance Details
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.
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Action

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.

= https:flitmv?-training. rdc. noaa.govfcgi-binf9Diti docprep/preview. w?vsess =pail001 ddekhgjileSGig - Windows Internet Explorer

x ENIETE -

Ly Favorites B o+ B | mm v Fapew Safely v Tocksw ighe

BRI« NY & 0o i fw-id @i

05/27/10 TR DOC RO: O0DJBS0001
DPAGE 1 #% Read P TRAVEL A oDJES0001

DATE TIME DEPARTED/ARRIVED LOCATIONS PER DIEM RATE
D-RES: ,

A-CHICASO, IL 211471
D-CHICAGO, IL

A RES: ,

1la

The document opens up in an Adobe PDF file. This give the preparer the ability to Print
or Save the document using the icons found on the Adobe Toolbar. ( ©&F 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.

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.
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12 | Click on Perform Pre-Audits in the Document Toolbar to open up the Pre-Audit Results
screen.
Pre-Audit Results for 0DJBS0001
Quick Tip
Click the: Magnifying Glass icon to view detall comments for each audt process. more Close | pre-Audit Resutis
Documnent Mame: 00850001 ! )
Type: T&
Traveler: Bak, Darren
Status: PASS
@- ACCOUNT VALIDATION PASS
[% amenpmenTS PASS
@' AMOUNT PAD TQ TRAVELER PAZS
EAPPH.CIVAL BY TRAWELER PASE
@- DOC CONFERENCE VALDATION PASSE
E- DOC FY END PROCESSHG PASE
@ DOC MILEAGE WALDATION PAZS
E- DAOC PRIOR YEAR PROCESSNG PASS
@' UMIQLE TA NUMEEZR PAZS
E- VALDATE WHUM PASE
Note: It is a good practice to verify there are no errors with your document prior to submitting it
for review and approval.
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.
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13 | Click on Decument Statuz in the Document Toolbar to open up the Status screen.
Status for 0DIBS0001
Quick Tip For this Document you can:
The Signatura PH ks Casse smmaﬂ ﬂam I.nu e —
Back | Coninue |
Status to Apply | SIGNED w
Signature PIN
Reasm_ w
Remarks
Document Rﬂl]fing Thiz k2 the routing path the cunnant socument will take oncs routed
e — ———————————————————— T Jew ]
Erin R Gaithersburg SIGHED 0
;E:-.":;?ﬂ:l-miﬁ.ﬁu!.' ZQEA‘EE— E.r:'nl;l Gaidhersburg
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.
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
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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.

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 0DJBS0001

Quick Tip For this Document you can:
Click the: Magnifying Glass icon to wenw detall comments for each audi process. more Comlinue shmgmuﬂcu“#ﬂt
Docurment Name: 00JES0001 Cancel |PID--"lIK|H Resuks
Type: T2
Traveler: Bak, Darren
Status: PASS
Pre-Audit Results
& account vauoamon PASS
(B amennmenTs Pass
@ AMQUNT PAD TO TRAVELER PAST
(B aprROVAL BY TRAVELER PasS
@ DOC CONFERENCE WALDATION PASE
(B poc rv eno processme PASS
[ pac mLease vaLoamn PASS
(B poc iR veaR PROCESSNG PasS
[ urcue Ta numEzR PASS
(B vaLoae vium 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

Vielcome to Travel Manager. Chick the "more” link in Lasi Documents to go to Open Decumend Pags, Cick the "mors™ ink in Review Document bo open Review
Document Page. Chck the Documant icon to open the document. mers

Last Documents  more Documents to review  mors

[EETS 000400010 SKYBS00Z1 0812308 Bl 000400010  SKYBLOO0 02/0ans
@1.&. 000400010 SKYBS0002 ek R ]
Messages:

« Email has been sent to:Jonathan. Wolf@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, Chick the "mere” link in Last Documents 1o go to Open Decument Page, Cick the "more” ink in Review Documend bo cpen Review

Document Page. Chck the Docwement icon to open the document. mors

Hews
Piease contact your LO Budget Office for guidance an the appropriate accounting code to use for trips that begn or end in Fy' 2011,

Documents to review  mors

Last Documents  more

| Type | Traveler | Documenttiame | DepDate | nuse | Tyoe | draveer | Documentbame | DecDaie | i Uss |

ER 100100004 ODJBS0001 RER1A0

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.
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