Travel Manager 9.0 Training Exercises

Exercise #3b:  Adjustment to a Travel Authorization/Allocate ACCS

Objectives: e Adjust a Travel Authorization
e Allocate ACCS
Notes: Adjustments are done to travel authorizations prior to the document having a

DATALINK status.

After the authorization has been stamped with a status (SIGNED, REVIEWED, or
PROCESSED) to adjust a document, the person making the change, will need to use
their Signature PIN to sign in the document to edit it. The person making the changes
will then need to re-stamp the authorization SIGNED to get the authorization through
the electronic routing for approval for employees and the changes saved for the
excepted travelers prior to approval.

ACCS allocation is done when the document has more than one accounting code. This
process allows the preparer to split costs between the accounting codes associated
with the document.

Instructions: Execute the following steps:

After the TA has been stamped SIGNED, you find out that there are more accounting codes that
are going to share in the costs of the travel. Your Approving Official has not stamped the
document APPROVED yet, so you are still able to make an adjustment.

Step Action

1 | From the Home screen click on the Open Document [ icon which will take you to the
Open Document Signature screen.

Open Document Signature

Quick Tip For this Document you can:
The Signature PH s case sensiive! more Sign | o Revew Document
Signature for Adjusbment Get [ Document as ViEew-Only
Reason| Cancel | Opening Document

» Enter your Signature PIN
» Click the S (to Review Document) button
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Travel Manager 9.0 Training Exercises

Step

Action

2

The Document Summary screen appears.

» Click Accounting in the Document Toolbar to open up the Available Accounting
Code screen.

Available Accounting Code for 0DIBS0002

Quick Tip Faor this Document you can:

To s=l=ct an account code, click the Isbel link, To =earch by label, type soms of the labelin the fisld and click the Add | Hew Accounling Code
Search bution. To retreve all account codes with the gams labal from all orge, type the entire label and click the

Redrisve button, mors Back Continue

Enter Search Criteria
Accounting Code | Search | Retrieve |

Master Accounting Code Chick Accounting Code Label to add fo Document
Search Resulis Prev 20 Hexti 20

General Travel

H-08-H Feln 2010- 14 HTRNTRVPO0- DE510000- 00000000--- - -
Ganerg) Trave|

H-06-01 el - 10.01 2010- 14~ HTRNTRWPOO- 10010000- D0000000- - « - -

= e Mw AN, 14, HTRUTOW/EON, 2010000, O, . . - -

Accounting Code for 0DJBS0002 Click an tem to editideiste i

[ Orgonizaton | Label __Joefoul Classificaton Coe Extended Code

J ¥ Hopsot ERG Training Fr10 (5 2010- 14- HTRNTRVPOD- 06020000~ 00000000 - - - -

& i W pesmte

Using the Master Accounting Code List add the following accounting to the document:

General Travel FY10 - 10-01
General Travel FY10 - 20-01

Accounting Code for DDJBS0002

e R I S [

;F x H-06-01 ERG Training 10 C" 2010- 14- HTRNTRVPOO- 06020000- GD000000- - - - - Exdended Alocats
;F x H-08-01 Genersl Travel FY10 - 1001 () 2010« 14- HTRNTRWVPOL- 10010000 (000M000- - < « - Extendad Alocats
.!:? ¥ Hoos o1 General Travel Fv10 - 20401 3 2010- 14- HTRNTRVPOO- 20010000 G00006000- - - - - Exjended Alpcate
ﬁF Edk x Delete

» Click on Allocate
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Travel Manager 9.0

Training Exercises

Step

Action

4 | The Accounting Code Allocation Summary screen appears.

Accounting Code Allocation Summary for 0DJBS0002

Quick Tip

CON, CARRIEER
LODGING TAX
Lodgng-ParDiem
WEE-PerDiem
WLEAGE

OTHER ROK-TR
OTHER TRAVEL
RENTAL CAR
TRANSACTION FEES
TRAMSPORT

CoN. CARRIER
LODGING TAX
Lodging-PerDiem
MEE-ParDism
WILEAGE
ATHER MAKTE

Current Alpcation Method: By indivdual Expanses
Accounting Code Allocation 5 :

AGENCY CARD
GOWCC
GOWCC
OTHER
OTHER
OTHER
OTHER
GOwVEC
AGERCY CARD
OTHER

AGENCY CARD
GOvEe
GOWCC
OTHER
OTHER
FTHER

Expense Category Allocation Breakdown for "General Travel FY10 -

_E_

10-01H-06-01

AGENCY

COM, CARRER
CARD

LODGHG TAX
Ledging-
PerDiem
IBE-PerDiem
WLEAGE
OTHER HON-

RENTAL CAR
TRANSACTION
FEES
TRANSPORT

Goweo
GOWCC

OTHER
OTHER

OTHER

OTHER

GOWCC
AGENCY
CARD
OTHER

For this Document you can:

Expenses can be allocaled by percent, dale, expanse calegory / payment method, amount, of individual expense. more | Cloega | Alocation Seresn

4a | On the left hand side are the accounting codes and what expenses have been allocated to

COM. CARRIER
LODEING TAX
Ledgng-PerDem
WEIE-FarDem
WILEAGE

OTHER NOM-TR
OTHER TRAVEL
REMTAL CAR
TRANSAZTION FEES
TRAMSPORT

. ._,-.R RIZR
LODGING TAX
Lodgng-ParDiem
WEIE-FerDiwem
WILEAGE

OTHER HON-TR
OTHER TRAVEL
REMTAL CAR
TRANEACTION FESS
TRANGPORT

Expenso Categony
CoM. CARRIER
LODGING TAX
Lodgng-PerDiem
WEIE-FeDiem
WILEAGE

OTHER HOW-TR

OTHER TRAVEL
BEAFAI FAD

AGENCY CARD
GONTC
GONGCE
OTHER
OTHER
OTHER
OTHER
BONCC
ASENCY CARD
OTHER

ASENCY CARD
GONCC
GONGE
OTHER
OTHER
OTHER
OTHER
GONCE
ASENCY CARD
OTHER

I e e

AGEHCY CARD
BONCE
GONCC
OTHER
OTHER
OTHER
OTHER
T

28000
.00

52800
28880
10000

m_l

Expense Category Allocation Breakdown for ‘General Travel FY10 - 20-01H-06-01"

el
000
ooa
200
000
oo
200
AnA

Expense Category Allstation Breakdown for "ERG Training FY10H-06-01"

[Expemse Gategory —— JPayment Methed —— FponseeType Jament ]

them. You may have to use the scroll bar to scroll down to view all of the accounting
associated to the document.
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Travel Manager 9.0 Training Exercises

Step Action
4b | There are also 3 tabs at the top of this screen:
e Breakdown by Expense Category
e Expense Level Allocation
e Document Level Allocation
5 | On the Breakdown by Expense Category tab, which the screen defaults to, a preparer

has the ability to allocate costs by a category amount. By clicking on one of the amount
listed the Allocate by Amount per Expense Category/Payment Method screen.

Allocate By Amount per Expense Category / Payment Method for 0DIBS0002

Quick Tip For this Document you can:
For sach expanse caleqory / payment method, divide the tolal amount amang the selected account labsls, Cycle Save | Amcunt Changss
through the expanse Categones | payment methods usng the ks below. Al entries miest balance before saving;
cancel at any bme withou! saving, mars Done | Save & Exit Amount Changes
Expense Category: OTHER TRAVEL Payment Method: OTHER Total Amount: 20.00 Cancel | Amount Changss
Organization Label Amaunt
H-06-01 ERG Training FY10 30,00

H-06-01  General Travel FY40 - 40-04 [0.00
H-06-01 Genaral Travel FY10 - 20-04 D:H:-

“Unallocated Amaount

Breakdown by Expense Category / Payment Method

oM. CARRER ACENCY CARD Sk in
LODGING TAX GOVCE 5000
Lodging-PerDiem GOWCC 2R 00
MEE-PerDiem OTHER 24850
MILEAGE OTHER 10000
OTHER NOW-TR OTHER =000
OTHER TRAWVEL OTHER 30.00
RENTAL CAR GOVCC 250,00
TRANZALCTION FEES AGENCY CARD EENE
TRANSEORT OTHFR RE 0

A preparer is then able to enter specific amounts for each of the ACCS listed. The total
amount is listed toward the top of the screen. There is an Unallocated Amount field
when there is more than 2 ACCS that will list any amount that has yet to be allocated.
The goal is to split the money so that the unallocated amount shows nothing and the
ACCS amounts equal the total amount.

To save the changes but remain on this screen in order to allocate another amount, click
SAVE.

To save the changes but return to the Allocation Summary screen, click DONE.
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Travel Manager 9.0 Training Exercises

Step Action
6 | Onthe Expense Level Allocation tab, the preparer has the abilities to allocate costs by:
e Date
e Expense Category/Payment Method
e Expense
Accounting Code Allocation Summary for 0DJBS0002
Quick Tip
Expenses can be alcaled by percent, dale, expense calegory | payment method, amount, or individual expense. mors Alocaion Sereen
Current Alpcation Method: By individual Expar 285 )
Expense Leve
:E__E.
H-DE-11 ERG Training F¥ il Exgen. ry | Payment Meth '-'xggng;
H-0&-11 General Travel P10 - 10-01 : [Expenss Category I Paymant Method Expangs
H-08-01 General Travel Fy10 - 20-01 : Expenss Calegony F Paymant Methad Expenas
6a | The preparer has the ability to specify the starting dates for the ACCS to cover. For

example, the first ACCS could cover 2 days of the trip, the second 2 days and the third 1
day. At the top of the screen is the earliest expense date and that date has to be in one of
the ACCS fields listed.

Allocate By Date for 0DJBS0002

Quick Tip For this Document you can:

Enter a bagin daie for each accound label, or use the calendar icon to s2i=ct one. The earfest expense date must be Save | Date Changes
entered bafore the selections can be saved: cancel at any time wihout saving. more

Carkest Expanse Dated&02M0 —I:-'“ BN
Orgamization Labal Beqin Date
HA06.01 ERG Training F¥10 | =
HAB01 General Travel Y0 - 10-04 =
HAE01 General Travel FY4d - 2001 | =

Note: If allocating by date, all expenses listed in the Expenses screen should be broken out for
when the expense is to occur. This way the expenses will be distributed more equally.
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Travel Manager 9.0 Training Exercises

Step

Action

6b

The preparer has the ability to specify which ACCS covers which Expense
Category/Payment Method by using the drop-down listing. These expenses are grouped
together by the expense category and payment method. So all costs under that
category/payment method would be covered by one ACCS.

Allocate By Expense Category / Payment Method for 0DIBS0002

Quick Tip For this Document you can:
Fram the drop down Est, selecl the appropriate accownt abel for ach expense calegary / payment method. Cancel at Save | Allocation Changes:

amny time wEnout saving. morg

Expense Category Payment Method Sponsor Type Amount OrganizationiLabel _Cancel | Alocation Changes
COM. CARRIER AGENCY CARD 26000 | H-06-01/ERG Training FY10 w|
LODGING TAX GOVCC B0.00 | H-06-01/ERG Training FY10 b
Lodging-Partiem GOVCC 528,00 H‘JE-G].-"‘EF'G Training FY10 i
MEIE-PerDiem OTHER 24850 |HO6-01/ERG Trairing FY10 w|
MILEAGE OTHER 100,00 | HOE-01/ERG Trairing FY10 v |
OTHER NOH.-TR OTHER B0.00 | H-06-01/ERG Training FY10 b
OTHER TRAVEL OTHER 30,00 [ H-06-01/ERG Trairing FY10 |
RENTAL CAR GOVCC 35000 | HOE-01/ERG Trairing FY10 |
TRANSACTION FEES AGENCY CARD 23,79 | H-06-01/ERG Training FY10 v
TRANSPORT OTHER 65.00 | H-0E-01/ERG Training F10 |

6C

The preparer has the ability to select an ACCS based of the expense description. The
expenses are listed by date and the description — much like you would view on the
Expenses screen. Using the drop-down listing, the preparer can choose which ACCS
should belong to that expense.

Allocate By Expense for 0DJBS0002

Quick Tip For this Document you can:
From the drop down ist, s&lect the appropriate account labal for each [Sied expense, "Save’ dach s&t of Sxpanses Save | Expense Alocalions
belore navigating to the next group. Select Tone' to gave your final changes and rebum fo the master alocation ecrean.
Cancel only undoes changes for the current scre=n. more Dona | Save & Ext Alocations
Cancel |E1cp-em=hlecnm=
Expenses on Current Decument Click an expense 1o allocals 1o eslected account
| Date | Description | Pay Method [Spansor Type] Ameunt [ Organizatoniosei |
1POC- . .
CRAOZN D Privale OTHER 100.00 H-06-01/ERG Trairing FY10 b
Wheia Gk e )
0802010 Ak Fignt Foci- " 26000 | H-O601/ERG Trining FYID v
Check . .
DREOZI0 Baggage  OTHER 50,00 H-6-01/ERG Trairing FY10 w
Fees ' )
Gas- ! |
080210 Rentalzov?  OTHER 85.00 H-06-01/ERG Trairing FY10 b
Car
GEME10 Hotel Tax. GAWVEE 50.00 [H0601/ERE Trairing FY1D |
081210 Lodging Govee A76.00 | H-06-01/ERiE Training FY10 v |
G0N0 MEE OTHER 53.25 H-06-01/ERE Training FY'10 ~
D821 Parking Fees OTHER 20,00 | H-06-01/ERE Training FY10 =l
05210 Rental Car  GOVCE 35000 [HOE-01/ERG Trairing FY1D |
™HE ! 1
(A02I10 Transaction ﬁg“" 23,78 H-D6-01/ER Trairing FY10 v
Fees [ |
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Training Exercises

Step Action
7 | Onthe Document Level Allocation tab, the preparer has the abilities to allocate costs
by:
e Amount
e Percentage
Accounting Code Allocation Summary for 0DIBS0002
QuickTip
Expenzss can be alocaled by percenl, dale, expanse calegory / payment method, ameunt, or individual expense. mers Alocalion Sereen
Current Algcation Method: By Indrvidual Expenses ' ]
Accounting Code Allocation Summary
Organizatn  fisbel  Jamunt  [Retabed  [Pecent |
H-06-11 ERG Training Fyv 10 4,708 29 [
H-08-1 General Travel Fy 0 - 10-01 0.00 L'}
H-08-M General Travel P10 - 2001 0.og o
7a | The preparer has the ability to take the total amount of the document and split it by the

amount each ACCS is going to pay. For example, if the total document amount is
$1,500, an allocation of $500 for each ACCS can be done. If done this way, the system
will take the $500 and split it among each of the expense categories. No individual
calculations need to be done. The system will do it for you.

Allocate By Amount per Accounting Code for 0DIBS0002

Quick Tip For this Document you can:
For 2ach Account label enler the desirad amcunt and assign the Retaingd flag if needed, The botal for the Account Save | Amount Changes

labeia must e equal to the document Total Amount before 8aving. *Unalocated Amount should be tank. Cancel at

any ime without saving, mare M Save & Exit Amount Changes
Total Amount: 1,705.28 Cancel | Ameunt Changss
Qrganization Lkl Amiount Retalmned
H.08-01 ERG Training FY10 |1705.29 | O
0811 General Travel FYA0 - 10-04 000 | O
H-06-01 General Travel FY10 - 20-01 |0.00 O
“Unallocatad Amount | |
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Step

Action

7b

The preparer has the ability to take and split the costs by a percentage. The percentages
have to equal 100%. For example, ACCS#1 could be 50%, ACCS#2 could be 25% and
that would mean ACCS #3 would have to be 25% for a full total percentage of 100%.
The system will then take the percentages allotted and split the costs equally by the
percentage given.

Allocate By Percent for 0DIBS0002

Quick Tip For this Document you can:
Faor each Accounl label, enter the desired peroeniage. The fotal for the Accound labels must egqual 100% before saving, Save | Percent Changes
cancel at any time wiheut 2aving. morg
Organization Label Parcent _Cancel | Persent Changes
H-06-01 ERG Traiming FY10 | 100

H-D6-01 General Travel FY40 - 10-01 |0
H-06-01 General Travel FY0 - 20-01 |0

“Unallocated Percentage |

1c

For this exercise, the following expenses will be paid by the accounting listed above:

<Training Initials> Training FY10
Airfare
TMC Transaction Fee

General Travel FY10 — 10-01
Lodging
M&IE

General Travel FY10 — 20-01
All other expenses

How are you going to allocate the above?

How would you allocate if they were going to split all costs equally?
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Step

Action

7d | The Allocation Summary screen appears and now all of the expenses per ACCS have

COM. CARRIER

BAZENCY CARD

LODGING TAX GONGE .60
Ledging-PerDiam GONCE 0.00
WEIE D OTHER 200
WILEAGE OTHER .60
OTHER HOMN-TR OTHER 0.04
OTHER TRAVEL OTHER 0,00
REMTAL CAR GOVCC 0.00
TRANEACTION FEZS AEENCY CARD 3378
TRAMSPORT OTHER oo

been given costs based off how it was allocated

Expense Category Allocation Breakdown for "ERG Training FY{0H-06-01"

e Compory — [Popmenitieg — Foowortyee Joomt |

28000

[Expessa Catogosy — [Faymentbeiiod  FoonearType JAmoant ]
COM. CARRIER AGENCY CARD 0.00
LODGING TAX GOACE 0.00
Ledging-ParDiam BONCE BIE00
WEIEFeliem QTHER 24650
WILEAGE OTHER 000
OTHER NOMN-TR OTHER 0,00
OTHER TRAVER STHER 000
REMTAL CAR GONEE 0.00
TRAMNSACTION FEES BAEEHCY CARD 0.00
TRANSPORT OTHER 0.00
Bponsce Typs  [Amoent ]
COM. CARRIER AEENCY CARD 030
LODGIMG TAX GONEE 80,00
Ledging-ParDiam GONCC 0,00
WA IE-Peiem OTHER 0.00
KILEAEE OTHER 51 a ke r]
OTHER NOMN-TR OTHER 50,00
OTHER TRAVEL OTHER 20.00
BEMTL MR aann Lokl
Notes:

v" Anytime a specific allocation has been done and saved, the system will return you to this
screen in order to view the new allocations.

v" If your authorization was allocated and the costs differ from the authorization when
creating the voucher, you will need to go back to the allocation screen in order to make
sure everything is still allocated.
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Step

Action

8

» Check the totals

» Preview the document

» Do Pre-Audit Results

» Stamp the document SIGNED

Stamping the document SIGNED again, the person who initiated the adjustment, will
need to use the drop-down list and selected SIGNED. They will also have the checkbox
that should NOT be checked and remarks should be added stating why the change was
made.

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

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.
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