Travel Manager 9.0 Training Extras

Constructed Travel Voucher

Obijectives:

Notes:

Instructions:

e Create a constructed travel voucher

If at all possible, a Cost Comparison should be done in advance of preparing
the authorization thus a constructed voucher would not be needed. The form
can be found at:
http://www.corporateservices.noaa.gov/~finance/Sl.costcomp.PDF

This example will show how to create a constructed (cost comparison) voucher
when a traveler deviates from the authorized itinerary and/or transportation
mode because of personal preference.

FTR, section 301-10.4 through 301-10.8, explains that agencies must select the
method of transportation most advantageous to the Government considering
the total cost to the Government including cost of per diem, lost work time, and
actual transportation costs. If a traveler deviates from the authorized method
of transportation, the traveler is responsible for any additional costs incurred.

When a traveler deviates from the preferred method of transportation, a cost
comparison must be performed. Two versions of the voucher are prepared -
one to determine the cost of the trip as it was authorized, and the other to
determine the cost of the trip as it occurred using the traveler’s preferred
itinerary and/or mode of travel. The traveler will then be reimbursed for the
lesser of the two vouchers.

Note: FTR, section 301-10.309 explains what the traveler will be reimbursed
when the traveler uses POV instead of Common Carrier. Section 301-10.310
explains what the traveler will be reimbursed when the traveler uses POV
instead of a Government automobile.

Travel regulations indicate that when doing a cost comparison you can not use
any local travel or other miscellaneous expenses incurred while at your
Temporary Duty location. In order to claim these expenses when doing a cost
comparison in ITM, we recommend that you enter any local travel and other
miscellaneous expenses on both the voucher for the trip as it was authorized
and on the voucher for the trip as it occurred. This way the costs for local
travel and miscellaneous expenses offset each other during the comparison and
are reimbursed regardless of which trip is selected for payment.

Execute the following steps:

Part 1 - Creates a voucher from the original authorization. This voucher (Trip 1) will reflect the
trip as it was authorized.

Part 2 - Use the add feature to create a second voucher. This voucher (Trip 2) will be added to
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reflect the trip as it occurred.
Part 1

Include the following costs:

Actual Lodging

Actual M&IE

Actual Lodging Tax

Actual local POV (if any)
Estimate Common Carrier
Estimate Common Carrier Fee

In order for the traveler to be reimbursed for the local travel expenses, the traveler must claim the
actual local travel expenses (POV) for the trip.

Step Action

1 » Createthe TV from TA
» Click the @ creae putton
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Step

Action

2

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

> Click back on the Document Information tab

Document Information for 1DABS0070

For this Document you can:

Quick Tip
Enter or edit the general document information. If this iz a trip based document, click the Trip Information tab to Changes to Document Infarmation
editview the trip information. Autherizations Wouchers LocalVouchers

Cancel

_Back | Continue

Traveler Name:  Darren Bak

Trip Information

Document Type DT
Document Name @ 104830070

Report Date ® [10/17/2011

TA# @ 1DABS0070

Sponsored Travel

Currency | .S Dollar »

Type Code @ | 1-SINGLE-DOMESTIC |v
Purpose Code ® |, o\ e powsTc | V)

Document Description @ | 2-5INGLE-FOREIGN -
ESINGLEOCONUS =" ™
CONSTRUCTED

E

Document Default Accounting Code LAl A = 5= =0 A

Default Accounting Code Org (H-05-01

» Click the drop down list for the Type Code field and select CONSTRUCTED

> Click [Save] (Changes to Document Information) button
» Click the Trip Information tab
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Step Action
2b | The Document Information page appears with the Trip Information tab information
showing on the screen with an Add Trip button.
Document Information for 1IDABS0070
% Quick Tip For this Document you can:
Enter or edit the general document information. If this iz a trip bazed document, click the Trip Information tab to om— .
editiview the trip information. Authorizations Vouchers LocalMouchers U BB R e
_Cancel |
Back | Continue
Traveler Name:  Darren Bak
" Documentinformation | Trip information |
Trip No E Add Trip
Begin Travel @ [08/22/2011 Depart [RES:, | Depart Selection
End Travel @ |08/26/2011 Return |RES: . | Return Selection
Trip Duration | Multiple days b
PREPARED BY: A
Comments
AUTHORIZED BUSINESS CALLS v | Preset |
Itinerary Locations
[]Replace ALL lodging and M&IE information Create additional rows
R [oe2m [08/26/11 [BUCKHANNON, WV search

Click on E#=n=£= in the Document Toolbar to view the Edit/Enter Expenses page

Edit/Enter Expenses for Travel Voucher: 1DABS0070

Quick Tip For this Page you can:
Enter or edit expenses. Each line below displays a different expense. To edit expense detailz not dizplayed below, -

click the Details icon next to the expenze description. To delete an expense, uze the check box. Enter all expenzes and Display Express Expense Screen
changes and click Save. mere .

Search Criteria Reset | Al Lodging
Expense Category | (Al Expenses) V| Search I Clear | Changes

startbate | | Bl
enaone [

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

Expense Entry ] i Add Ro P

| Delete| Copy [temize|  Date | FxpenseDescripfon | FxpenseCategory || Cost | Paymentlig

O By B |oerzzrz011 [E awtine Fignt [=]/com.caRRIER »|  [E[550.00 [&l | AGENCY CAl

0O By [08/22/2011 [ Hotel Tax [=]| LODGING TAX v | [/ 100.00 [& | covee
B B | 2] = Blooo E | Govee
By B | = =l ] [ [oTHER

O By [arz2/2011 B[ 1POC-Private Vihdle [=][MILEAGE v| Bis2.00 [& [0THER

O By (087222011 [EECheck Bagaage Fees [=] OTHERNON-TR +|  [H50.00 [& | oTHER

O By (087222011 [ Rental Car [=]/RENTALCAR | =[250.00 [&l | Govee

O By [08/22/2011 B TMC Transaction Fees [=]| TRANSACTION FEES + 22450 [ | agENCY Cal

O By [08/22/2011 [ Gas-Rental/Govt Car [=][ TRANSPORT | B70.00 [ [oTHER
By B | ]| = B [ [covee
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Step Action
3a | Enter the actual expenses incurred (e.g. Lodging, M&IE, Lodging Tax) and leave the
estimated expenses not incurred as estimates (i.e. Airline/TMC Fee).
Also include any actual local travel expenses incurred, so that regardless of which trip
comes back less (more advantageous for the Government) the traveler will still be
reimbursed those local expenses.
3b | When finished entering all the actual/estimated expenses based on what should have

occurred as the trip was originally authorized, click Save.

Edit/Enter Expenses for Travel Voucher: 1DABS0070

Quick Tip For this Page you can:
Enter or edit expenzes. Each line below dizplays a different expensze. To edit expenze detailz not dizplayed below, [
click the Details icon next to the expense description. To delete an expense, use the check box. Enter all expenses and Display Express Expense Screen
changes and click Save. more Eirrren @iz
Search Criteria Reset | Al Lodging
Expense Category | (Ml Expenses) V| Search Clear | Changes
Startbate [ | Back | Continue
S —

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

Expense Entry sf Add Rows P Next 25
| Delete| Copy [femize]  Date | ExpenseDescripfon | ExpenseCategory | | Cost | PaymentMef
O By 082272011 [ Airtne: Fiight [=]/com.carrIER |  [Bi[s50.00 [& | AGENCY CAF
0O By |08/22/2011 [ Hotel Tax [=] | LODGING TAX | H1354 [ | Govee
EE) | | | /77,00 H | Govee
3 | | =] E| [ | oTHER
O By (0872272011 [ 1POC-Private Vhle [=][MILEAGE (v 3350 [ [ oTHER
0O By [0e/22/2011 [EE 1POC-Frivate Vhele [=][ MILEAGE (v Ees0 [E | oTHER
O By [08/22/2011 || Check Baggage Fees [=]/oTHER NON-TR »|  [Ri[25.00 |OTHER
O By [08/22/2011 [E=[TMC Transaction Fees [=] TRANSACTION FEES v [B124.60 [# | AGENCY CAF
O By (0872372011 [E=Hotel Tax [=][LODGING TAX | 1354 [& | Govee
EE] | = = B [ [ Govee
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Step

Action

4

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

Total Details for 1DABS0070

Quick Tip
If neces=ary, enter changes and click OK. more

Expense Summary

Total Expenses:
Total Non-reimbursable Expenses:

Total Reimbursable Expenses:

Advance Outstanding:

Advance Applied

Total Reimbursable Amount:

Charge Card Reconciliation

Reimbursable Charge Card Expenses:

Non-Reimbursable Charge Card Expenzes:

Total Charge Card Expenses:
Charge Card ATM Advance Taken:

Total Amount On Charge Card:
Additional Payment to Charge Card:

Maximum Charge Card Reimbursement:

(Actual reimburzement may be different)

Reimbursement Summary

Actual Charge Card Reimburzement:

Traveler Reimbursement:
(Due From Traveler if negative)

Total Amount Reimbursed:

Currency: U.S. Dollar

All Amounts
308.00
57480

882.60
0.00

88260

For this Document you can:

Edit Advances | applied
Save & Calculate |'|'Dta|g

_Back |

1,26176
57480

637.16

687.16

Reimbursable Amounts
308.00

308.00
0.00

308.00
0.00

308.00

308.00
379.16

687.16

Continue

Expense Category Details

fro Jxpense Category [Paymentieihod [oroanizatin [Acoouning Code Label _Jarount |
1 COM. CARRIER AGENCY CARD H-06-01 General Travel Fy11 550.00
1 LODGING TAX GOVCC H-06-01 General Travel FY'11 54.16
1 Lodging-PerDiem GOVCC H-06-01 General Travel Fy11 308.00
1 M&IE-PerDiem OTHER H-06-01 General Travel FY11 207.00
1 MILEAGE OTHER H-06-01 General Travel FY' 11 93.00
i OTHER NON-TR OTHER H-06-01 General Travel FY11 25.00
il TRANSACTION FEES AGENCY CARD H-06-01 General Travel Fy'11 2480

Note: The far left column, at the bottom of the total page, shows the trip number. This is
important when you have more than one trip. It is always important to check the totals

before adding the second trip - once the second trip and expenses are added, this screen
will change to the lesser of the two trips.
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Part 2

Include the following costs:

Actual Lodging

Actual M&IE

Actual Lodging Tax

Actual local POV (if any)

Actual POV or Common Carrier
Actual Common Carrier Fee (if any)

Step

Action

» Click on Document Information from the Document Toolbar to view the Document
Information page.

» Click on the Trip Information tab
» Clickonthe addTie |putton

Document Information for 1DABS0070

Quick Tip For this Document you can:

Enter or edit the general document information. If this is a trip based document, click the Trip Information tab to Sawve | Changes to Document Informatien
edit’view the trip information. Authorizations Vouchers Localouchers
_Cancel |

_Back | Continue

Traveler Name:  Darren Bak

" Documentinformation | Trip Information |
Trip No %x Add Trip

Begin Travel [} l:l Depart | | Depart Selection
End Travel @ l:l Return | | Return Selection
Trip Duration
Comments
Preset |
[]replace ALL lodging and M&IE information Create additional rows
| | | et [
| | | e [
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Step Action
la | Enter the new trip information as the trip actually happened and then click Save.
Document Information for 1IDABS0070
Quick Tip For this Document you can:
% Enter or edit the general document information. I thiz iz a trip bazed document, click the Trip Information tab to Save | Changes to Document Information
edit/view the trip information. Autherizatiens Vouchers LocalVouchers
_Cancel |
Back Continue
Traveler Name:  Darren Bak
" Documentinformation | Trip information |
Trip No %% Add Trip
Begin Travel © Depart |HES: . | Depart Selection
End Travel @ Return |RES: . | Return Selection
Comments
Preset |
[]replace ALL lodging and M&IE information Create additional rows
K oz [08/2711 [BUCKHANNON, WV |searcndh
2 | Click on Expenses jn the Document Toolbar to view the Edit/Enter Expenses page
Edit/Enter Expenses for Travel Voucher: 1DABS0070
Quick Tip For this Page you can:
Enter or edit expenses. Each line below dizplays a different expensze. To edit expense detailz not dizplayed below, .
click the Details icon next to the expense description. To delete an expense, use the check box. Enter all expenses and Display Express Expense Screen
changes and click Save. moere Treren i
Expense Category | (Al Expenses) v| Search I Clear Changes
startbate | |[F Back | Continue
T
Current Allocation Method: By Individual Expenses Currency: W.5. Dollar
Expense Entry  Customize Dizplay Add Rows  Prev25 Next25
| Delete | Copy [temize|  Date | ExpenseDescripfon | ExpenseCategory | | Cost | PaymentMethod |
By | =] =] Bio.00 [Govce v
EE) | | 5| Ef |OTHER v
By | =] = Bio.00 [Govee “
EE| | 221 =1 E] [oTHER 7]
By | =] = Bo.o0 [Govee ~
B B = o B Hower =~
By | = = Bo.oo [Govce ~
EE) | [E=] =1 E [OTHER |
By | = = Blooo [Goves v
EE) | B = Elf |OTHER v
2a | Enter all the expenses incurred. Also include any actual local travel expenses incurred,

so that regardless of which trip comes back less (more advantageous for the
Government) the traveler will still be reimbursed those local expenses.
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Step

Action

2b

When finished entering all the actual expenses click Save.

Edit/Enter Expenses for Travel Voucher: 1DABS0070

Quick Tip For this Page you can:
Enter or edit expenzes. Each line below dizplays a different expense. To edit expenze details not dizplayed below, B

click the Detailz icon next to the expense description. To delete an expense, use the check box. Enter all expenses and Display Express Expense Screen
changes and click Save. more Expanse Changee

Search Criteria Reset | Al Lodging
Expense Category | (All Expenses) V| Search I Clear | Changes

Startbate | | Back | Continue
T

Current Allocation Method: By Individual Expenses Currency: U.5. Dollar
Expense Entry  Customize Display Add Rows P
| Delete | Copy [temize|  Date | ExpenseDescripfon | ExpenseCategoy | [ Cost | Paymef
O By [08/21/2011 [ Hotel Tax [=]/LoDGING Tax  ~ B1354 [ [Govee
By B | =] = B0 [ [covce
B B 2] =1 B Il | 0THER
O By (82172011 [EE]1POC-Private Vicle [FI[MILEAGE  |»] [=i[150.00 [& [oTHER
O By [08/22/2011 [ Hotel Tax [=]/LoDGING Tax  ~] B354 [# [Govee
B B 2] =] Bl77.00 [ | covee
B B | = | B [ [oTHER
O By [08/22/2011 [EE]1POC-Private Vhole [Z][mLEAGE  &| Bles0 [ |oTHER
O By [02/23/2011 [E] Hotel Tax [=]/LoDGING Tax  ~| B354 [ [Govee
Bn B | = =1 Bi77.00 [ [Govee

FY 2012-V 1.0 Restricted Rights Notice-For NOAA and BIS Users Only 9




Travel Manager 9.0 Training Extras

Step Action

3 | Click on Tetal= in the Document Toolbar to open up the Total Details page.

Total Details for 1DABS0070

Quick Tip For this Document you can:
If necessary, enter changes and click OK. more Edit Adv; Applied
Save & Calculate otale

_Back | Continue

Currency: U.S. Dollar

Expense Summary

Total Expenzes: 1,154.70
Total Mon-reimburzable Expenzes: 0.00
Total Reimbursable Expenses: 1,154.70
Advance Qutstanding:

Advance Applied: 0.00 0.00
Total Reimbursable Amount: 1,154.70

Charge Card Reconciliation

All Amounts Reimbursable Amounts
Reimburzable Charge Card Expenzes: 529.70 529.70
Mon-Reimburzable Charge Card Expenses: 0.00
Total Charge Card Expenses: 52070 529.70
Charge Card ATM Advance Taken: 0.00 0.00
Total Amount On Charge Card: 52570 529.70
Additional Payment to Charge Card: 0.00
Maximum Charge Card Reimbursement: 528.70
(Actual reimburzement may be different)
Reimbursement Summary
Actual Charge Card Reimbursement: 529.70
Traveler Reimbursement: 525,00
(Due From Traveler if negative) e
Total Amount Reimbursed: 1,154.70

(Totals are based on trip 2)

Expense Category Details

[Trip__Jexpense Caregoy ___________[Paymenttethod ________[Organization ____JAccounting Code Label ___________Jamount _|
1 COW. CARRER AGENCY CARD H-08-1 General Travel Fy'11 550.00
1 LODGING TAX GovCe H-06-01 General Travel Fr'11 54.16
1 Lodging-PerDiem GOvCC H-08-01 General Travel Fr 11 308.00
1 M&E-PerDiem OTHER H-08-01 General Travel Fy'11 207.00
1 MILEAGE OTHER H-08-01 General Travel Fr'11 93.00
1 OTHER NON-TR OTHER H-08-01 General Travel Fy'11 25.00
1 TRANSACTION FEES AGENCY CARD H-08-11 General Travel Fr'11 2480
2 LODGING TAX GOVCC H-08-01 General Travel Fr'11 B67.70
2t Lodging-PerDiem Govee H-06-01 General Travel Fy'11 452.00
2 M&IE-PerDiem OTHER H-08-01 General Travel Fr'11 259.00
2 MILEAGE OTHER H-06-01 General Travel Fr11 326.00

* denotes lowest cost trip for constructed voucher

Note: A note at the bottom reads “*denotes lowest cost trip for constructed voucher.”
This shows which trip is most advantageous to the Government. The traveler is
responsible for any additional costs incurred if the ““actual’ voucher is more than the
“authorized” one.
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Step Action

4 | Follow the rest of the steps that you would when completing a voucher, such as
previewing the document, performing pre-audits and stamping it.
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