
Travel Ma
 

 
 FY 2013 –

 

Exercis

Objective

Notes: 

 
Instructio

 
After the
comes to
voucher. 
expenses
 
Expenses
 
6/25  C
6/28 C
 
 

Step 

1 Fr
 

 

2a Fo

ic
 

anager 9.0   

– Version 1.0   

se #2c:    R

es: 

A re
sub
 
The
 
If th
do n

ons: 
 
Exe

e travel vouc
o you and exp

 Since the v
s using the R

s Excluded f

Checked Bag
Checked Bag

rom the Hom

 Click 

or a Group A

con   by e

           Restric

Reclaim Tr

 Create a

eclaim travel 
mitted on the

e original TV 

he TV is not y
not edit the T

ecute the fol

her was subm
plains that th

voucher statu
Reclaim proc

from origina

ggage Fee - $
ggage Fee - $

me page: 

Administrato

either the VN

cted Rights Not

ravel Vouc

a reclaim tra

voucher allow
 original trav

must be in DA

yet in a DATA
TV.  Wait until

lowing steps

mitted, appr
hey found so
us is DATAL
ess. 

al TV: 

$25.00 
$25.00 

 from the D

or, you will n

Num or Trav

tice-For NOAA

her 

avel voucher

ws a traveler 
vel voucher.  

ATALINKED

ALINKED stat
l it DATALINK

s: 

roved and pro
ome receipts
LINKED, yo

Action

Document T

need to selec

veler Name f

A and BIS User

r to claim any

D status prior 

tus, but has th
NKS, then do y

ocessed for 
s that were n
ou will be ab

Toolbar 

ct a traveler 

field. 

         T

rs Only            

y expense(s) th

to a reclaim b

he APPROVE
your RECLAIM

the Chicago
ot submitted

ble to submit

by clicking 

Training Exer

 1

hat were not 

being submitt

ED status, ple
IM. 

o trip, the trav
d with the 
t these new 

on the Look

rcises   

ted. 

ease 

veler 

kup 



Travel Ma
 

 
 FY 2013 –

Step 

2b If
sh
 

 
If
in
 

 
In
 

anager 9.0   

– Version 1.0   

f you chose V
howing in ve

f you chose T
n alphabetica

n either case

           Restric

VNum looku
endor numbe

Traveler Nam
al order. 

, click on the

cted Rights Not

up icon, you
er order. 

me, you will

e VNum to s

tice-For NOAA

Action

will get a li

l get a list of

select your tr

A and BIS User

ist of travele

f travelers yo

raveler. 

         T

rs Only            

rs you have 

ou have acce

Training Exer

 2

access to 

 

ess to showin

 

rcises   

ng 



Travel Ma
 

 
 FY 2013 –

Step 

2c T
in
 

 
 




3 T
hi
 

 

N

anager 9.0   

– Version 1.0   

he New Doc
n.   

 Click on t

 Click the 

he Documen
ighlighted an

Note: The prep

           Restric

cument scree

the Docume

 (th

nt Informati
nd fields disp

parer will nee

cted Rights Not

en appears w

nt Type dro

his Documen

ion page app
playing the i

ed to know the

tice-For NOAA

Action

with your tra

op-down listi

nt) button 

pears with th
information 

e information

A and BIS User

aveler’s name

ing and selec

he Documen
contained in

n from the orig

         T

rs Only            

e and vendo

ct RECLAIM

nt Informatio
n the TA.  

ginal voucher

Training Exer

 3

or number fil

M 

on tab 

r. 

rcises   

lled 

 

 



Travel Ma
 

 
 FY 2013 –

Step 

3a E
 





 

 

N
ad
va
nu

anager 9.0   

– Version 1.0   

nter the follo

 Documen
 TA# = (T
 Type Cod
 Purpose C
 Documen

Note: The docu
dded to show 
alidation to m
umber for the

           Restric

owing inform

nt Name = (T
TV#) 
de = RECLA
Code = 3-TR

nt Descriptio

ument name c
it is the first 

make sure it’s 
e system to kn

cted Rights Not

mation on th

TV#)-R1 

AIM 
RAINING A
on = Reclaim

can not be exa
reclaim again
in the proper
ow it is a vali

tice-For NOAA

Action

he Documen

ATTENDAN
ming expens

actly the same
nst that vouch
r format.  The
id voucher. 

A and BIS User

nt Informatio

NCE 
ses left off th

e as the origi
her number.  
e TA# field mu

         T

rs Only            

on tab: 

he  original 

inal voucher s
There is now
ust contain th

Training Exer

 4

voucher 

so (dash) - R1
w a pre-Audit 
he actual vouc

rcises   

 

1 is 

cher 



Travel Ma
 

 
 FY 2013 –

Step 

3b C
 

 
E
 







N
vo
 
 If
en

anager 9.0   

– Version 1.0   

Click on the T

nter the follo

 Begin Tra
 Depart = 
 End Trav
 Return = 
 Commen
 Click the 

Notes: The sys
oucher.  

f any per diem
nter those exp

           Restric

Trip Informa

owing inform

avel = 06/25
RES 

vel = 06/28/#
RES 
ts (if any) 

 (Doc

tem will not p

m information
penses as “ad

cted Rights Not

ation tab 

mation: 

5/## 

## 

cument) butt

pull up the Iti

n needs to be 
d-hoc” ones.  

tice-For NOAA

Action

ton 

nerary Locat

added as recl
 

A and BIS User

tion portion of

laim expense,

         T

rs Only            

of the screen f

, the preparer

Training Exer

 5

for a reclaim 

r will have to

rcises   

 

o 



Travel Ma
 

 
 FY 2013 –

Step 

4 T
di
 


 

 

N
be

4a T
ba
 
E
 
6/
6/

N
ex
if 
 
Th
of
 
N

5 C
 
V

anager 9.0   

– Version 1.0   

he Documen
ifferent optio

 Click on 
screen. 

Note: The Ente
eginning of th

he Baggage 
aggage is no

nter the follo

/25 Check
/28 Check

Notes: Within 
xpense is not 
f the traveler h

he preparer s
f the expense.

No Ad-hoc exp

Click on 

Validate the a

           Restric

nt Informati
ons available

 in th

er/Edit Expen
he trip. 

Fee, which 
ow found in t

owing inform

k Baggage F
k Baggage F

the Expense D
the same as a
has more than

should select t
 

penses may be

 in the D

appropriate a

cted Rights Not

ion screen st
e.  It will als

he Documen

nses screen wi

is what mos
the drop-dow

mation: 

ee - $25.00
ee - $25.00

Description li
a baggage fee
n regular bag

the appropria

e added to a R

Document T

accounting h

tice-For NOAA

Action

till appears b
so show your

nt Toolbar to

ill be blank w

st airlines are
wn listing un

ist, there is an
e.  The Excess
gs or heavier 

ate Expense C

Reclaim Vouc

Toolbar 

has been add

A and BIS User

but the Docu
r Document 

o bring up th

with the defau

e now chargi
nder CHECK

n expense for 
s Baggage exp
than allowed

Category – dep

cher 

ded to the do

         T

rs Only            

ument Toolb
Name & TA

he Edit/Ente

lt dates being

ing for the fi
K BAGGAG

r Excess Bagg
pense should 

d. 

ependent upon

cument 

Training Exer

 6

bar now has 
A#.   

er Expenses

g for the 

first checked 
GE FEES. 

gage.  This 
only be selec

n the descript

rcises   

 

 

cted 

tion 



Travel Ma
 

 
 FY 2013 –

Step 

6 C
 

 

 

7 C
pr

anager 9.0   

– Version 1.0   

Click on 

Click on 
rint preview 

           Restric

 in the Docu

 i
of your trav

cted Rights Not

ument Toolb

in the Docum
vel documen

tice-For NOAA

Action

bar to open 

ment Toolba
nt. 

A and BIS User

up the Total

ar to have a n

         T

rs Only            

l Details pag

new window

Training Exer

 7

ge.   

w open with 

rcises   

 

the 



Travel Ma
 

 
 FY 2013 –

Step 

7a T
 

 

N
re

8 C
sc
Pr

anager 9.0   

– Version 1.0   

he traveler m

Note: Only th
equired to sig

Click on 
creen.  Valid
re-Audit Va

           Restric

must still sig

hose traveler
ign the paper

 i
date there are
lidation agai

cted Rights Not

gn this paper 

rs who are “
r copy due to

in the Docum
e no errors.  
in. 

tice-For NOAA

Action

copy becau

“Excepted” (
o PAA. The o

ment Toolba
If there are e

A and BIS User

use it is a vou

(Bargaining 
original 

ar to open up
errors, fix th

         T

rs Only            

ucher 

Unit) or Inv

p the Pre-Au
he errors and

Training Exer

 8

vitational are

udit Results
d then re-run

rcises   

 

e 

n the 



Travel Ma
 

 
 FY 2013 –

Step 

9 C
 
If
E
 

 
T
or
E
st
 
Y
 

 
Y
 

anager 9.0   

– Version 1.0   

Click on 

f you are a G
XCEPTED)

he status to 
r Excepted tr
mployee’s a
tamp on beha

You will do th

 Close 
 Conta
 If the 

vouch

You will do th

 Close 
 Conta
 If the 

the sig
 Log b

travele

           Restric

 in 

Group Admin
) traveler doc

apply will sa
raveler.  You

are required t
alf of the tra

he following

out the docu
act the travel
voucher is fi

her signed 

he following

out the docu
act the travel
voucher is a
gned copy ba
ack into the 
er. 

cted Rights Not

the Docume

nistrator and
cument this i

ay Select Sta
u will have t
to stamp the

aveler once t

g steps for E

ument 
er and have 

fine for the tr

g steps for E

ument 
er and have 

alright have t
ack 
system and 

tice-For NOAA

Action

ent Toolbar

d created any
is what you 

atus Below r
to know wha

eir own vouc
he paper cop

mployees: 

them review
raveler have 

xcepted Trav

them review
the traveler s

the voucher

A and BIS User

to open up t

y traveler’s (E
will see on t

regardless of
at type of tra
chers and Ex
py with sign

w the vouche
 the traveler

avelers: 

w the paper v
sign the pap

r and stamp i

         T

rs Only            

the Status sc

EMPLOYEE
the Status sc

f whether it 
aveler this is
xcepted trave
nature has be

er 
r stamp the e

voucher 
er voucher a

it SIGNED o

Training Exer

 9

creen.   

E or 
creen. 

is an Emplo
 because 

elers you wil
een sent to yo

electronic 

and send you

on behalf of 

rcises   

oyee 

ll 
ou. 

u  

f the 



Travel Ma
 

 
 FY 2013 –

Step 

9a Fr
 

 






9b T
 



 

anager 9.0   

– Version 1.0   

rom the Stat

 Change th
 Enter you
 Enter you

 Click the 

he Pre-Audi

 Verify the

 Click the 

           Restric

tus screen 

he Status to A
ur Signature 
ur Remarks i

 (an

it Results fo

e document s

 

cted Rights Not

Apply to SIG
PIN 

if any 

nd Submit Do

or Document

status is PAS

(Stamping t

tice-For NOAA

Action

GNED 

ocument) bu

t # screen ap

SS 

the Documen

A and BIS User

utton 

ppears. 

nt) button 

         T

rs Only            

Training Exer

 10

rcises   



Travel Ma
 

 
 FY 2013 –

Step 

10 T
 

 



 
T
re
ap

 
 
 
 
 
 
 
 
 
 
 
 
 
 

anager 9.0   

– Version 1.0   

he Signatur

 Click the 
 

he Excepted
eviewers rev
pproving off

           Restric

re screen app

 (S

d Traveler’s 
view the docu
ficial to stam

cted Rights Not

pears with a 

Signature Tex

document w
ument (if ne

mp the docum

tice-For NOAA

Action

statement th

xt) button 

will NOT be 
eded) outsid

ment “manua

A and BIS User

hat should be

routed and y
de of the syst
ally”. 

         T

rs Only            

e read. 

you will hav
tem and then

Training Exer

 11

ve to have 
n contact the

rcises   

e 


