Travel Manager 9.0 Training Exercises

Exercise #5a: Create TA — Duty Station not in Per Diem Table

Objectives: e Create a Travel Authorization
e Select a location that is not in the Per Diem Table

Notes: For domestic locations inside of the continental United States (CONUS):

1. Checkto see if your TDY location(s) is listed by GSA as a key city;

2. Ifitis not listed as a key city, check to see if the county for your TDY
location(s) is listed;

3. If neither the city nor county are listed, you would use the standard per diem
rate.

To look up counties for domestic locations, use www.naco.org
www.fedrooms.com allows a government traveler to find hotel rooms that are at or
below per diem rates.

For foreign locations or U.S. locations outside of the continental United States
(CONUS), i.e., Alaska, Hawaii, Northern Mariana Islands, etc:

1. Check to see if the TDY location is listed by the Department of State (Foreign)
or the Department of Defense (OCONUS);

2. If the TDY location is not listed, you would use the “OTHER” per diem rate
assigned to that state or country.

Instructions: Execute the following steps:

You have been asked to do a site visit to Long Beach and Crescent City (California). You leave
on March 1% to go to Long Beach. You leave Long Beach on March 3" to go to Crescent City.
You return home on March 5. Your authorization will need to include the following costs:

Estimated Expenses

$765.00 = Round-trip air fare
$23.79 = Transaction Fee

$600 for Rental Car

$100 for Rental Car Gas

$60 for Parking at hotel

$100 for Hotel Tax

$150 for Taxi

$100 for Checked Baggage Fees
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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 by either the VNum or Traveler Name field.

Mew Document

Quick Tip
To sekect a travelsr, chick on the WHum or Traveler Hame bokup bullon, mare

Vium @] ' 5
Travaber Name
Ester bk parvs and ddick laskap) i oY
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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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Step Action
2b | The New Document screen appears with your traveler’s name and vendor number filled
in.
MNew Document
g Quick Tip For this Document you can:
To select a traveler, click on the WHum or Traveler Mame kokup bution. more )
VHum @ 1001-00004 | 4 e
Traveler Hame . Miﬂmmmmw
Ewter bt wawee 3o clickoodpd @@ Bak, Darren P &
pocument Typeid| v
» Click on the Document Type drop-down listing and select TA
> Click the Create | (this Document) button
3 | 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 next one listed on your domestic log

Type Code = 1-SINGLE-DOMESTIC

Purpose Code = 1-SITE VISIT

Document Description = Site visits to Long Beach & Crescent City, CA

VVVYY

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

Action

4a

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 2dit the general document information. If this i a trip based document, click the Trip Information tab fo edibiview Creale | Documant
theer trip information. Authgrizatons: Yeuchers LOCANQUCHErS
Cancal |

Traveler Hame:  Darren Bak
Trip Information

Tripla 1
Begin Travel @

Depart | | Depart Selection w|

| (sl

End Travel D Return | | Return Salection ||

Trip Duration | Mutiple days il

Comments

_Pres=t |
Enter the following information in the top part of the screen:

Begin Travel = 03/01/##
Depart = RES

End Travel = 03/05/##
Return = RES

YV VYV

4b

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 Corgate addifional rows

| AnwaiDste | DeparwreDate | nerarylocation [uniisted]
o B o B |searcnd |
o B (s B |searchi¥ Ol

Change the first line for Departure Date from 3/5 to 3/3. You’ll notice that a new line
will appear that will automatically populated using the departure date as the arrival date
on the next line as well as populating the departure date with the end date.
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Step

Action

4c¢

> Click the Lookup # icon

This will open a new window that allows to search by country or state which will then
based off that selection, populate another drop-down list for the cities for that selection.

» Select California from the State/Country drop-down list
» Click the Location drop-down list and search for Long Beach and Crescent City

State/Country | CALIFORANIA | Location =

ALAMEDACG 1SC/MAS

ANTIOCH

ARCATA

BAKERSFIELD

BAKERSFIELD NAVAL & MC RESCTR
BARSTOV

BEALE AFB

BELMONT

BEMICLA,

ERAWLEY

CAMP PENDLETON, USMC
CAMP SAN LUIS OBISPO
CHANNEL ISLANDS AG3
Comments | ICHIN.ﬁ LAKE NWE AMD 0TS
|concoRD

CONCORD NAVAL WEAPONS STATION

COROMA RAVAL WARFRE ASSMINT ETR

A HANAL Y Fi 1

Replace ALL lodging and MBIE oo Py ') AMPHIEIGUS BASE

|_DOF|TE MADERA

[T /=l [armama |DEATH VALLEY

ltinerary Locations

StateiCountry | CALIFDANLA w| Lacation w
FAIRFIELD -~
FALLEROOK MAVAL WESPONS STATION
FOSTER CITY

FRESND

FT. HUNTER LIGGETT

FT. IRWIN

“GOVERNMENT VESSEL

GUALALA,

IMPERIAL

KERN COUNTY

LA JOLLA

LEMOORE HAS
105 ANGELES
s MAMMOTH LAKES ’

g e
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Step Action

4cl | Neither location is listed under California per diem rates. Click Cancel to close out the
window.
So the next thing to do is find out what county they fall under. You can do a search on
the internet using the GSA or www.naco.org . If using www.naco.org you will need to
do the following steps:
1) Click on About Counties
2) Click on the sub-option Find a County
3) On the new page, click the link City Search
4) Search for your cities, find the county they belong in
Our locations belong to the following counties:
Long Beach = Los Angeles County
Crescent City = Del Norte County
You can then try and find out what other cities fall under those counties and use that
location if listed. If none of the locations listed in the same county are listed, you will be
able to type the location in the field and check the UNLISTED checkbox.

4d | Long Beach being under Los Angeles County has the location of Los Angeles in the per

diem table. No other locations are listed for the county of Del Norte, so we will type that
location in the field and check the unlisted checkbox. When typing in a location not in
the per diem table, make sure that there are no spaces between the city, comma, and
state abbreviation.

Itinerary Locations

Replace ALL lodging and MEIE information Create additional rows

| AmvaiDste |  Depamwrefate | nerrylocaton  [uniisted|
o0 [E [samvio [ |05 ANGELESCA |searcndh O
03030 [ 030510 [E |CescentCmyla searchih [+

Go up to the comments field and enter comments about Long Beach & Crescent City not
being in the per diem tables.

Long Beach & Creacent ity locasioms not in the
per die= taklae, Long Beach under LA scounty, a2
using LR a= loccetion for per diem :pu:l:;:h:-sez.l

» Click the create | (Document) button
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Step

Action

5

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

Document Information for 0DABS0003

Quick Tip For this Document you can:
[Enter or edit the general document mformation. If this & a irip based document, chick the Trp Information tab to [ ™ ian
edliview the tip nformalion. Autherizations Vouchers Localouchers il (ST L T 2
_Cancel |
Back | Continue: I
Traveler Hame:  Darren Bak
Trip Information
Trip Mo 1
Begin Travel ® (3172010 | [ Depart [RES:, | Depart Selection | RES:,
Ena Travel © 030572010 = Return :RES-. Return Selection | RES . v:
Trip Duration | Mutice days ~]
lL:nu Beach & Crescent City locations not in the ~
Comments per diem cable. Long Beach under LR councy, so
weing LA &= location for per diem purposss. il Preset
ltinerary Locations
[ replace ALL lodging and MSIE information Create additional rows
[Deete]  AmvalDate | Departwrelate | Hioerarylocaton [uniisted]
¥ [movn B |woee B [10sAnsELESCA |searcndh 0
¥ (w0 F [eas0 [ CRESCENTCOITYCA |searchil

Click on ExpEns=s 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.

Expense Entry  Custo Prov 25 Mext 25
I[EE--—_I-E__
Bz B ] = R[13500 I8 [Govce v
By B | = =] El [ [oTHER ~
By B = = E[135.00 [ [covee -
B B | = = Eil [H|oTHER v
B B | =] = B[m0.00 [H | covee v
By B | = = El [E [oTHER -
B B = = E[m.00 [ [covee v
R [= =] Eif E|oTHeR v
s BT li=1 =] =il B [=rure -

Note: The current CONUS M&IE costs in production are $77 & $46.
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Step Action
6 | Enter the following information on the Edit/Enter Expenses screen:
Airline Flight $765.00 (Class = Y)
TMC Transaction Fee $23.79
Rental Car $600.00
Gas-Rental/Govt Car $100.00
Parking Fees $60.00
Hotel Tax $100.00
Taxi $150.00
Check Baggage Fee $100.00
» Click the [save| (Expense Changes) button when completed
The hotel costs for Crescent City are $85.00. This is more than CONUS rate of $70.
Your approving official has given verbal approval to do actual costs for the lodging.
6a | One way to enter an actual cost is by going into the details of the expense.

> Click on the Expense Detail El icon
R 3 B
This will open up a new window:
Expense Details for Lodging-PerDiem 03/03/2010
Quick Tip

Wiew or edit al detads for this expense. Click the tab to see the respective expense detalis. To save Use | Expenss Detal Updates
changes to expense detais, click the Use Expense Detail Updates butlon and on the main expenss

For this page you can:

acreen, Save axpenses. M without Saving Expense Delads
Expense Date il = Payment Methad | GOVCC w
Expense Costi 7000 @ usp sewes: 7o.00 Reimburgable  Taxable
Clu:lnlit)-. | Rate &% Vendor | H
Expenze Calegory i@ Aceounting Code | H.05.01/Generl Travel Y10 2001~
Expense Description i ZI

Comments

» Enter the actual cost in the Expense Cost field (i.e. $85.00)
» Click the drop-down arrow for the Expense Description field
» Select Lodging — Actuals

» Click Use

T - 7 Bl

» Click the [save| (Expense Changes) button when completed
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Step Action
6b | The other way is to stay on the Expense screen and go to the Lodging Line that needs
actual cost.
» Click the drop-down arrow for Expense Description field
» Select Lodging — Actuals
» Enter the actual cost in the Expense Cost field (i.e. $85.00)
= B 32500 [
T-;l Lodging E EI [
» Click the [sava| (Expense Changes) button when completed
7

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

» Verify Actual Expense is listed at the bottom of the screen
» Click on the name

7a

The Other Authorization Remarks screen appears.

Other Authorization Remarks

Quick Tip For this Document you can:

Add or update remarks for the Other Autheorizabion. mers

Save | Remares
ACTUAL EXPENSE Cancel | changes
Remarks '

» Enter Remarks (i.e. per diem location not in table, hotel costs more than CONUS
Rate)
» Click save (Remarks)

Click on #ecaunting in the Document Toolbar to open up the Available Accounting Code
screen.

» Verify there is current FY accounting code
» If there is not, click on one from your master list
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Step Action

9 | Finish the process with your TA:

Check the totals

Preview the document

Review Pre-Audits

Stamp Document Signed

Click Continue on Pre-Audit screen

YVVYY

FOR EMPLOYEES TRAVLERS - 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 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.

AWAIT TRAINER TO APPROVE ALL DOCUMENTS BEFORE
CONTINUING WITH THE NEXT EXERCISE.
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