Travel Manager 9.0 Training Exercises

Exercise #5b: Cancelling a Travel Authorization — Tickets NOT Issued
Objectives: e Amend a Travel Authorization

e Cancel a Travel Authorization that were never ticketed
Notes: Amendments to TAs happen if the status of the document is DATALNK.

It is important to verify whether tickets were issued prior to cancelling the
authorization.

Use Exercise #5a

Instructions: Execute the following steps:

Your site visit to California has been cancelled. The document has already gone through the
electronic routing and was APPROVED/DATALINKED. You do verify that tickets were not
issued.

You use the rules in the following table for cancelling your TA:

Status of
DATA LINK?

Trip
Ticketed?

Action

NO

YES

ADJUST the travel authorization (TA) to reduce the document
down to the Airfare Cost & Transaction Fee. Then
electronically sign and approve the TA.

YES

YES

Create an AMENDMENT to reduce the TA down to the
Airfare Cost & Transaction Fee. Then electronically sign and
approve the amendment. This is done using the OVERRIDE
purpose (to override Lodging /M&IE costs) and then deleting
the other expenses off the Expense screen.

NO

NO

Delete the original authorization from ITM, or if your office
wants to keep a record of all TAs regardless of whether the trip
was taken or not, then electronically sign and approve the TA.
Once the TA has been stamped “DATA LINK?”, create an
amendment to stamp the authorization cancelled.

YES

NO

Create an AMENDMENT to stamp the authorization
cancelled.
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Step Action

1 From the Home screen:
» Click/#mend Decument from the Document Toolbar

2 | The Traveler Listing/Document Search (Amendment) screen will appear.
Travelers will only see their information and this screen will only show those documents
that have the status of DATALINKED.
Group Administrator will see only those travelers in their group whom have
DATALINKED documents. The Group Administrator will need to click the travelers
name in order to see their documents.
> Click the Amend [l icon of the document you wish to amend
Notes: For Training Purposes the status will say COMPLETED, not DATALINKED.

3 | The Amendment screen appears.

Amendment
Quick Tip For this Document you can:
The amendmen] nams is sysmmgeneml.ed. Enler the infarmakion below and click the Creale butlon to amend the selecied
dacument. more Mewnrrmdment

Document to Amend | —l

Comments

signature PIN |

Reason| «

» Enter Trip was cancelled — Need to cancel TA [TA#] in the Comments field
» Enter Signature PIN
» Click create (New Amendment) button
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Step

Action

4

The Document Information screen appears.

Document Information

Quick Tip For this Document you can:
Enter or adit the general document information. If this i a irip based document, click the Trip Information tab to adibiview Create | Documsnt
thee trip information. Autharizations Veuchens LocaNOChers

Cancel I

Traveler Hame:  Darren Bak
" Document Information Trip Information

Dacument Type @ T2
Decument Hame © 0045500021

Report Date & 10212000 | [

Tas D 004550003

Sponsored Travel

Currancy | U5 Dolar %
Type Code @ 1.5INGLE-DOMESTIC  |w

Purpose Code @ 1-3TE VISIT v
Document Description D

Site vizics to Leong Beach & Creasnt Clmy, TR

Doeurnent Dafault Ascounting Code [General Travel FY10 - 20 ¢
Default Accounting Code Org [H-06-01

» Click ceate (Document) button

Note: The system automatically appends the original document name with a dash number (i.e. -
1)

Click on Becument Statuz jn the Document Toolbar to open the Status screen.

Status for ODABS0003-1

Quick Tip For this Document you can:
The Signature P |2 case senstived mere
Stamp | and Submt Document
Adjustments |'3an A
Status to Apply | SIGNED ~
Signature FIN
Reason | v
Remarks

» Select CANCELLED from the Status to Apply drop-down list
» Enter Signature PIN

» Enter Remarks

> Click [stame | (and Submit Document) button

FY 2011 - Version 1.1 Restricted Rights Notice-For NOAA and BIS Users Only 3




Travel Manager 9.0 Training Exercises

Step Action
6 | The Signature for screen appears with a statement:
Signature for 0DABS0003-1
Quick Tip For this Document you can:
If you agree with the siatement, click Accept. more Accept Signature Text
Cancel |S1uuuhn
VIARNMG: Yeu ghould ned cancel an authorization if you will be submiling 8 claim for reimburzemeant of cancellation charges or any olher claim in conjunction with thiz
puthorization. REMNDER: ou must return all tickets and advances issued in conjunclion with thes autharization
Click | Aecept  (Signature Text)
Note: The Production system will then do a funds availability check. This is the process where
ITM 9.0 goes to CFS to de-obligate the funds.
7 If everything passes the funds check, the system will return to the Home screen. The
person associated to the document will receive an email message letting them know the
TA was cancelled.
Note: The person cancelling the authorization needs to wait for Travel Manager to connect with
CFS and come back to the Home screen prior to closing out Travel Manager or Internet
Explorer. Failure to do so could cause issues.
7a | For TRAINING PURPOSES our Training ITM does not talk to CFS and thus our TAs

are not DATALINKED. You will see the following screen upon stamping the TA
CANCELLED:

Check Funds for Authorization

Quick Tip For this Document you can:
Review the budget status before clcking Approve. mora Cloze IFunding

Account Validation Errors

] Cannot cancel authorization that hasn' been datainked. Authesization NOT Cancelled

» Click Oese (Funding) button

The Home screen will appear.
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