Travel Manager 9.0 Training Exercises

Exercise #2c: Reclaim Travel Voucher
Objectives: e Create a reclaim travel voucher

Notes: A reclaim travel voucher allows a traveler to claim any expense(s) that were not
submitted on the original travel voucher.

The original TV must be in DATALINKED status prior to a reclaim being submitted.

Instructions: Execute the following steps:

After the travel voucher was submitted, approved and processed for the Chicago trip, the traveler
comes to you and explains that they found some receipts that were not submitted with the
voucher. Since the voucher status is DATALINKED, you will be able to submit these new
expenses using the Reclaim process.

Expenses Excluded from original TV:

6/21 Checked Baggage Fee - $25.00
6/22 Internet Fee — $10.99
6/23 Internet Fee - $10.99
6/24 Checked Baggage Fee - $25.00

Step Action

1 | From the Home page:

» Click Create New Document from the Document Toolbar

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

Mew Document

Quick Tip
To sek=cl a traveler, chck on the WHum ar Travaler Hame bokup bullon, mare
VHumid| 5

Traveber Name

Esterkak pares and click H-«.::-l@ ﬂ
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Step

Action

2b

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

Cick on an ety to sekect &

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

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

Enter Search Criteria

Last Hame/| Search

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

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

In either case, click on the VNum to select your traveler.
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Step Action
2c | The New Document screen appears with your traveler’s name and vendor number filled
in.
New Document
Q Quick Tip For this Document you can:
To sedect a traveler, Chck on the WHum or Traveler Hame iokup bution. more
— mia Document
Irmzhrﬁio&ﬂ Miummlmmw
Euter et ame s ek otar) i Bak, Darren P ]
Document Trpeoliv.
» Click on the Document Type drop-down listing and select RECLAIM
> Click the Create | (this Document) button
3 | The Document Information page appears with the Document Information tab

highlighted and fields displaying the information contained in the TA.

Document Information
Quick Tip

Faor this Document you can:
Emier or 2di the general document information, IF this i a Irip based document, click the Trip Infermation tab fo aditfview Creale | Documeni

he trip information. Authorizations Voychers LOCANOUCHEE

_Cancsl |

Traveler Mame:  Darren Bak
" Document Information l
Document Type D RECLAM
Decument Hame O —l
Report ate @ [0527200 | [
Tas @

Sponsoned Travel

Currency | 1.5, Dalar \_-r
Type Code @ |

Purpose Code O v

Documnent Description @

Document Default Accounting Code g
Default Accounting Code Org

Note: The preparer will need to know the information from the original voucher.
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Step

Action

3a

Enter the following information on the Document Information tab:

Document Name = (TV#)R1

TA# = (TV#)

Type Code = RECLAIM

Purpose Code = 3-TRAINING ATTENDANCE

Document Description = reclaiming expenses left off the original voucher

YVVYY

Document Information

Quick Tip For this Document you can:

Erler or 2dit the general document information, If this is a rip based document, click the Trip Information bab i edibivisw Docimant
the trip nfermation. Audhorizations Vouchers Localeuchers
Cancal |

Traveler Mame:  Darren Bak

Document Type @ RECLAK
Desument Bame @ 0DJES0001R1

Report Date © 08272000 | [T
Ta# @ 0DJBS0001
Sponsored Travel
Currency | U5 Deler |
Type Code © [RECLAIM [+
Purpose Code @ ATRANNG ATTENDANCE  w

Document Description @ Reclaiming expenses left off che original woucher

Document Default Accounting Code &
Default Accounting Cade Org

Note: The document name can not be exactly the same as the original voucher so R1 is added to
show it is the first reclaim against that voucher number. The TA# field must contain the actual
voucher number for the system to know it is a valid voucher.
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Step

Action

3b

Click on the Trip Information tab

Document Information

GQuick Tip

For this Dacument you can:

Erter or 2d# the general document information. IF ths i a frip based document, click the Trip Informalion tab fo sdbiview Discument

thee trip iInformetion. Authorizatons Yeuchers Localouchers

_Cancel |
Traveler Hame:  Darren Bak
Document Information Trip Informatian
TripNa 1
Begin Trave @ E Depart | Depart Selection w
End Travel @ | | = Return | Return Selection w
Trip Duration [ Muktiple daya |

Comments

Enter the following information:

Begin Travel = 06/21/##

Depart = RES

End Travel = 06/24/##

Return = RES

Comments (if any)

Click the create | (Document) button

YVVVYYY

_Preset |

Notes: The system will not pull up the Itinerary Location portion of the screen for a reclaim

voucher.

If any per diem information needs to be added as reclaim expense, the preparer will have to

enter those expenses as ““ad-hoc’™ ones.
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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#.

> Click on B%PEn=es in the Document Toolbar to bring up the Edit/Enter Expenses
screen.

Edit/Enter Expenses for Reclaim: 0DJBS0001R1

Quick Tip For this Page you can:
Enter or edit expanses, Each line balow displays a different sxpense, To edit sxpense details not displayed below, [
click the Detali icon next to the expanse descripton. To dalete an expenas, usa tha chack box. Enter al and
changes and chick Save mons
Save | Expense Changes
Search Criteria Clear | changes
Expense Category | (Al Expenses) | Back c"—lﬁ'“
Start Date =
End Date =]

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

Expense Entry

O By B [waan [F e B g =
O By @ (w20 = S| - -
O By B [w2an [ 5= B = :
O By @ (w220 = S| - -
O By B w2z [ e B = :
M@ R faeatmanan [ — - -

Note: The Enter/Edit Expenses screen will be blank with the default dates being for the
beginning of the trip.

4a | Enter the following information:

6/21 Check Baggage Fee - $25.00
6/22 Internet Fee — $10.99
6/23 Internet Fee - $10.99
6/24 Check Baggage Fee - $25.00

4al | The Baggage Fee, which is what most airlines are now charging for the first checked
baggage is now found in the drop-down listing under CHECK BAGGAGE FEES.
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Step Action

4a2 | The Internet Fees are not found on the drop down listing. You must type them in, which
is called “Ad-hoc”. Because this expense is not contained in the list, the expense
category field will not automatically be selected. This type of expenses could be
considered Miscellaneous which falls under the Expense Category of OTHER-NON-TR.
Select that expense category from the drop-down listing.

Expanze Cabego

CCATM Advancs Fees
Lindigirg

LODGING TAX

[ALIE

OTHER TRAVEL
Personal Expenges
REG FEES ADP

REG FEES MOM (FED)
REG FEES MOM (OTHER)
REMTAL CAR
TRANSACTION FEES
TRANSPORT
Withhaolding Tax

Click | Save |(Expense Changes) button when finished entering expenses.

Notes: Within the Expense Description list, there is an expense for Excess Baggage. This
expense is not the same as a baggage fee. The Excess Baggage expense should only be selected
if the traveler has more than regular bags or heavier than allowed.

The preparer should select the appropriate Expense Category — dependent upon the description
of the expense.

5 Click on Accounting jn the Document Toolbar

Validate the appropriate accounting has been added to the document

FY 2011 - Version 1.1 Restricted Rights Notice-For NOAA and BIS Users Only 7




Travel Manager 9.0

Training Exercises

Step

Action

6

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

Total Details for 0DIBS0001R1

Quick Tip

If necessary, entsr changes and click 0K, mare

Expense Summary

Tatsl Expenses.
Tatal Hon-reimburaabie Expenses:

Tatal Reimbursable Expenses:

Advance Quisianding:

Advanes Spplied:

Total Reimbursable Amount:

Charge Card Reconcilintion

Reimibursable Charge Coard Expenses:

Hon-Reimbursable Charge Card Expenses:

Taotal Charge Card Expenses:
Charge Card ATM Advancs Taken!

Taotal Amount On Charge Card:
Agditional Payment 1o Charge Card:

Maximum Charge Card Reimbursementz
(hctual reimbursemant may be dilfarenl)

Reimbursemeant Summary

Actual Charge Card Reimbursemenl:

Traveler Reimbursement:
(Dwe From Travelkr it negative)

Total Amount Reimbursed:

Expense Category Details

Currency: U.2. Dolar

All Amounts
0.00
(o8 ]

R ]
g

oog

For this Document you can:
Save & Calewlate h“““‘

Back| Continue

7158
o.oa

7188

0.0a

7158

Reimbursable Amounts
0.00

000
PR}

LR
000

oo

7185

7158

o [Expense Category  [Paymentethed _[Organization _____[Accounting Code Label [amount |
1 OTHER HON-TR OTHER H-08-01 General Travel FY10 71.98

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

Action

7a

The traveler must still sign this paper copy because it is a voucher

TOTAL AMOUNT CLAIME ——
ADVRNCE DUTETANDING --- 0.0
ADVAKCE AFPLIED ------- 5.0 -
]

€ ig
af my knowladge and balial, and that paymant
nok been received by me. I herclby assign the United States

radlt ham |

|

amy right I may have against any parties in connecticn, with | CERTIFIED D¥:
|

|

reipburgable transportation charges described abowe, pur
chaged undor cash payment procedurcs (41 OFR Part 381-10).

|
TITRAVELER SEIGHATURE OATE | DATE:

o

Click on Perform Pre-Auditz in the Document Toolbar to open up the Pre-Audit Results
screen. Validate there are no errors. If there are errors, fix the errors and then re-run the
Pre-Audit Validation again.
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Step

Action

9

Click on Document Status in the Document Toolbar to open up the Status screen.

If you are a Group Administrator and created any traveler’s (EMPLOYEE or
EXCEPTED) traveler document this is what you will see on the Status screen.

Status for 0DIBS0001R1

Quick Tip For this Document you can:
The Signaturs PH s case senaltive! mare

Stamp | and Submit Document

_Back | Continue |

Status to Apply | APPROVED v
Signature PIH.

Reason | w

Remarks

Document Ri]llﬁl'lﬂ Thiz k2 the routing path the cumrent document wil take once routed

Dake = Stabus

022710 3:38PU CREATED Erin R Gaithershurg

The status to apply will say approved, regardless of whether it is an Employee or
Excepted traveler. You will have to know what type of traveler this is because
Employee’s are required to stamp their own vouchers and Excepted travelers you will
stamp on behalf of the traveler once the paper copy with signature has been sent to you.

You will do the following steps for Employees:

» Close out the document

» Contact the traveler and have them review the paper voucher

» If the voucher is alright have the traveler sign the paper voucher and stamp the
electronic voucher signed

You will do the following steps for Excepted Travelers:

» Close out the document

» Contact the traveler and have them review the paper voucher

» If the voucher is alright have the traveler sign the paper voucher and send you
the signed copy back

» Log back into the system and the voucher and stamp it SIGNED on behalf of the
traveler.
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Step Action

%9a From the Status screen

Status for 0DIBS0001R1

Quick Tip For this Document you can:
The Signature PM Is case senative! more

_Stamp | and Subrt Dacumant
Back | Continue |
Status to Apply [APPROVED |+
Signature nm|
Reas o |—V-
Remarks J

Document Routing

Bak, Darren P, SIGNED o

Bere —— Fenos  Peswonbesc |

(T IStahis A
027110 3:35PM CREATED Erin . Gaihershurg

» Change the Status to Apply from APPROVED to SIGNED
» Enter your Signature PIN
» Enter your Remarks if any

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

9b | The Pre-Audit Results for Document # screen appears.

» Verify the document status is PASS
» Click the = Continue |(Stamping the Document) button

Pre-Audit Results for 0DIBS0001R1

Quick Tip For this Document you can:
Click the: Magnifying Glass kcon to view detall comments for each audk process. more Continue | Stamping the Document
Docurment Hame: 0DJESH001R1 Cancal | Pre-Audil Resuks
Type: RECLAK

Traveler: Bak, Darrén

Status: PASS

Pre.Audit Results

@- ACCOUNT WALIDATION BAST
[£L AmounT Pap To TRAVELER PASS
@- APPROVAL BY TRANVELER BAST
[2: poc conrerence vaLDaTIon PASS
E- DaC MILEAGE VALDATION PASS
[ recLam pocumenTs PASS
B waLoare vium sazs

FY 2011 - Version 1.1 Restricted Rights Notice-For NOAA and BIS Users Only 11




Training Exercises

Travel Manager 9.0

Step

Action

10

The Signature screen appears with a statement that should be read.

Signature for 0DJIBS0001R1

Quick Tip For this Document you can:
Accept | Signature Text

If you agree with the siatement, click Accegt. mere
Cancel |51ﬂr'D'l'lD

| certify that thes voucher is true and correct bo the best of my knowledge and belef, and that payment or credt has not been recetved by me. | hereby azsign to the United
Stales any right | may have against any sanies in connection, with reimbursable Iransgonation charges descrbed above, purchased under cash payment grocedures (41
CFR Part 301-10) Iwerify that | hove al receipis necessary to suppert the claimes in this voucher. Any exceptions are noted in the comments section,

I addtion te electronic signatures, HARD COPY DOCUMENTATION AND SUPPORTIG RECEIPTS ARE STILL REGURED B FINANCE AKD SHOULD BE SUBMITTED
RBIMEDIATELY FOLLOWING ELECTRONIC APPROVAL,

> Click the = Accept |(Signature Text) button

The Employee’s 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 you will have a message
that tells you the email(s) of the person/people that a message was sent.

Home

Cuick Tip
Viielcome to Travel Manager. Clock tha “more” link in Last Documents to go to Open Decumant Page. Click the “more™ Ink in Review Documant to open Review
Document Page, Click the Docwmeant icon to open the document. mors

Documents to review  more

Last Documents mare
[ Travelr | DocumentMame | Deplote [ hUse | Type [ Travelr [ Documentliome | DepDai= [ inbse |

B 000400010 SKYBSOZ1 08208 B 000400010 SKYBLOOOY 0208009

[EiEFS 000400010  BKYES0002 080309

Messages:
« Email has been sent to:Jonathan Wolf@noaa.gov

The Excepted Traveler’s document will NOT be routed and you will have to have
reviewers review the document (if needed) outside of the system and then contact the

approving official to stamp the document “manually”.
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