Travel Manager 9.0

Training Exercises

Exercise #7b: Cancellation of TA - Tickets WERE Issued

Obijectives: Cancelling a travel authorization that has a fee associated to it

Notes: Amendments to TAs happen if the status of the document is DATALNKED.
It is important to verify whether tickets were issued prior to cancelling the
authorization.
Use Exercise #7a

Instructions: Execute the following steps:

Due to some unforeseen circumstances you had to cancel your trip to the conference. The
document has already gone through the electronic routing and was approved/datalinked. You
verify that tickets were issued.

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

Is the Travel Were reservations ticketed or Action
Authorization Transaction Fee incurred?
DATALINKED?
No = Reservations were ticketed Adjustthe authorization to reduce the document
* TMC fee incurred down to the Common Carrier Costs and
e Traveler reimbursable Transaction Fee.
expenses were not incurred
No e Reservations were not Adjustthe authorization to reduce the document
ticketed down to the Late Cancellation fee.
e No TMC Fee incurred
e Travelerincurred a Late
Cancellation fee with the
Lodging facility
No e Reservations were not Deletethe authorization as $0 documents are
ticketed not processed through the interface.
e No TMC fee incurred
e Traveler reimbursable expenses
were not incurred
Yes e Reservations were ticketed Amendthe authorization to reduce the document
e TMC feeincurred down to the Common Carrier Costs and
e Traveler reimbursable Transaction Fee.
expenses were not incurred
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Is the Travel Were reservations ticketed or Action
Authorization Transaction Fee incurred?

DATALINKED?

Yes e Reservations were not Amendthe authorization to reduce the
ticketed document down to the Late Cancellation fee.
e No TMC Fee incurred
e Traveler incurred a Late
Cancellation fee with the
Lodging facility
Yes + Reservations were not Amendthe authorization, do not make any
ticketed changes to the expenses that default onto the
= No TMC Fee incurred amended authorization, stamp the Amendment

e Traveler reimbursable expenses

. Cancelled. This will result in all funding being
were not incurred

de-obligated from both the Traveler PO and
CBA Obligation, if applicable.

Step Action
1 | From the Home screen:
» Click Amend Document 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 & icon of the document you wish to amend

Notes: For Training Purposes the status will say COMPLETED, not DATALINKED.
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Step Action
3 | The Amendment screen appears.
Amendment
Quick Tip For this Document you can:
I::unnn:nTgr: name is system generated. Enter the information below and click the Create button to amend the selected INew Amendment
Cancel

Document to Amend

Family Emergency — Need to -
cancel TA - Tickets Issued .

Comments

Signature PIN

Reason «

» Enter Family Emergency — Need to cancel TA — Tickets Issued in the Comments
field
» Enter Signature PIN

» Click (New Amendment) button

4 | The Document Information screen appears.
> Click _Create | (Document) button
Note: The system automatically appends the original document name with a dash number
(i.e.-1.)

5a | » Change the type code to 1-OVERRIDE-DOMESTIC

» Click OK on the pop-up message
» Click on the Trip Information tab

Itinerary Locations

Replace ALL lodging and M&IE information Create additional rows
| AmivalDate | DepartureDate |  inerarylocaon  [unisted| Override
05/08/12 05/13/12 BOULDER.CO search#d [ Override |
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Step Action
5b | 5 Click _Ovemide |
A new window opens.
Override Lodging and M&IE
g Quick Tip For this Document you can:
Override normal lodging and m&ie calculations by using 1) a specified number of days,
or 2) specified total cost amounts. To reset the location override information, click Location Overrides
Reset. Enter new override information and click the Use Location Overrides button. Use [ P acation Ovearkios
Override Type _ Close | without Selecting Overrides |
Type 9 Cost () Days
Lodging 0.00
M&IE 0.00
Lodging
ME&IE
» Enter 0 for Lodging
» Enter 0 for M&IE
> Click Yse] (Location Overrides)
» Click _IO“’"’"’ (Changes to Document Information)
6 | Click on Doc Conference in the Document Toolbar to open up the DOC Conference

screen.
Enter the following:
1. YES

2. YES
3. YES

Click (DOC Additional Information Updates)

Note: The conference information entered on the TA does not carry over to amendments
or vouchers.
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Step

Action

7

Click on Expenses jn the Document Toolbar to bring up the Edit/Enter Expenses screen.

Edit/Enter Expenses for Travel Authorization: 2DABS0026-1

Quick Tip For this PIF you can:

Enter or edt expenses. Each ine below displays a dfferent expense. To edi expense details not displayed below, click the Detais icon next to the expense D

description To delete an expense, use the check bax Enter al expenses and charges and cick Save more Display Sxpress Expense Screen
[Sere e s
Expense Category (Al Expanses) - -_._._..J” Lodging

== Clear
Start Date = Changes

na oate = Buck | _ Contiwm |

Current Allocation Method: By Expense Category | Payment Method Currency: U.5. Dollar

Expense Entry [ ize Displ - g
—mm--z__mm_ml_mmmm

B B 05002002 [ Adee Aght =] COMCARRIER ~ B 42500 AGENCYCARD ~ [
B B 05002002 [ Hotel Tax =] LODGING TAX ~ @ s0.00 GOVCL - =
e = 5] Lodgng-PerDien R 10500 B covee - =
B = 5] [MalEPerre ) B oTHer = =
By © 05082012 [ Cneck Baggage Fees =] oTHERNONTR ~ @000 B oher - =
By @ o5oe2m2 [ TMC Transaction Fees =] TRANSACTIONFEES ~ | [@2543 AGENCY CARD =
By B osoez0z [BTm =] Trnsot - 3 100,00 B omHer - [=
2 = Ell @ 105.00 B covee - =
Er) = =m C) B omer - =
B B = = os @10500 Govee - =
B B = 5] maie @ B omHer N [=
B B = = @000 Govee - =
& = = ma ] B omHer v =
B B = =] s [® 105,00 B covee - =
B B = =[ms -@® OTHER - =
B2 B = =l ® B covx - s
B = = ma ] B otHER - =

7a

» Delete all expenses except the Airfare and TMC Transaction Fee
» Click the | Save | (Expense Changes) button when completed

Edit/Enter Expenses for Travel Authorization: 2DABS0026-1

[ Quick Tip For this Page you can:

Enter or edit expenses. Each ine below displays a diferent expense. To edit expense detads not dsplayed below, chck the Detalls icon next to the expense [
descripton To delete an expense, use the check bax. Enter sl expenses and changes and cick Save. more Guaptactapioss Bpense sereen
Search Criteria | Save |Expense Changes
Expense Category (4 Expenses) - M A Lodgng
Start Date | g Ga_xcnm -
End Date = | _Back| Continue |
Current Allocation Method: By Expense Category / Payment Method Currency: U.5. Dollar
Expense Entry Cystomize Display 4 Rov ¥
——mmm_zm_ml-ﬁ—mmm
By B 05022012 [ AneAgn =] COMCARRER »  R4zsm0 B asencrcamro - [=
B B = = @ 10300 GoveE . =
[r)} [= = [ B [8 oTHER - [75]
By B 05082012 [55 THC Transaction Fees =] TRANSACTIONFEES ~ B 2543 B AcencrcarD - =
[cr) = = Le3 ; @ 10900 GOVCC - i
2 = =M L B orrer - =
() = = Lo 10900 GOVCC - [=
0 B = =] s B B otHer - i
[Cr) = = Booo B eovec v )
it i) = |G £ B otHer g =
It [= & Lea @ 109,00 Gover - [
r) = =M E] OTHER - =
) = = [P ® B cowe - [=
e} = = | L] B orHer = =

Note: The lodging and M&IE appear to still be there, but by overriding the costs, when you look
at the totals they will be zero.
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Step

Action

8

Click on Accounting jn the Document Toolbar

Validate the appropriate accounting has been added to the document. If there is not one
associated, please add it.

9 | Click on Tetals in the Document Toolbar to open up the Total Details page.
Total Details for 2DABS0026-1
Quick T
Click the View Advances for Document ink 1o add or update an advance. more I View Advances for Document
Currency: U5, Dollar m Cgm ] -
Total Estimated Expenses: 450 43
Computed Advance Authorized: 0.00
Advance Requested: 0.00
Expense Category Details
COM. CARRER AGENCY CARD H-20-01 General Travel FY12 - 10-01 425.00
TRANSACTION FEES AGENCY CARD H-20-01 General Travel FY12 - 10-01 2543
Expense Category Advance Details
10 | Finish the process with your TA:

» Preview the document

» Review Pre-Audits

» Stamp Document Signed

» Click Continue on Pre-Audit screen

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 will be displayed 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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