Travel Manager 9.0 Training Exercises

Exercise #7a: Travel Authorization (Conference Lodging Allowance/Leave)

Objectives: e Create a travel authorization where conference lodging is allowed
e Understand the Conference Screen
e Understand how to indicate Annual Leave

Notes: This exercise covers how to create an authorization for a government sponsored
conference using the conference lodging allowance.

It also covers how to incorporate annual leave or non-duty days in conjunction with
official travel. No lodging and M&IE allowances are paid on days when annual/non-
duty leave exceeds 4 hours.

Instructions: Execute the following steps:

You have been instructed to attend the OAR/ESRL sponsored annual conference in Boulder, CO
on May 13" & 14™. You have decided to take 8 hours of annual leave May 15" and travel back
on the 17". Your authorization will need to include the following costs:

Estimated Expenses
$425.00 = Round-trip air fare
$23.01 = Transaction Fee
$100 = Taxi Fare

$50 = Hotel Tax

Lodging/M&IE Expenses
The estimated lodging for each night of the conference is $105, not to exceed 115% of the
maximum lodging rate for Boulder, CO as designed by the OAR/ESRL Conference allowance.

Step Action

1 From the Home screen:

» Click Create New Decument from the Document Toolbar
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Step Action

2 | The New Document screen appears.

For a Traveler, the information for the Vendor Number and Traveler name will
automatically fill in.

New Document

Quick Tip For this Document you can:
To selsct a travaler, cick on the: WHum or Travielar Name ieokup bution. more
- Create Imia Document
VHumif 000400010 Fes
Traveler Name - ) Add Traveler | o Travel Manager
Eutar et s sed ik wosar) ()| Boulder, Kyle'Y &
Document l'rpeol |

» 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.

Document Information

Quick Tip For this Document you can:
Enter or = the general document information. If this is 2 trip based docurment, click the Trip Information tab fo adtiview Create | Documnt
e trip iInformation. Aythorizetiens Youchers LocaVouchars

Cancel I

Traveler Hame:  Hyle Boulder

Document T)lp-e‘DTF«

Document Hame @
- Bp—
Report Date @ [10/01/2008 | [5]
TA: D

sponsored Travel
Currency | U5, Doler v
Type Code @ -
Purpose Code © v
Document Description ©

Document Default Accounting Code )
Default Accounting Code Org

Enter the following information:

Document Name = Same as TA#

TA# = Use the next available one listed on your sheet

Type Code = 1-SINGLE-DOMESTIC

Purpose Code = 5-REPORTABLE CONFERENCE

Document Description = Attending OAR/ESRL Annual Conference in Boulder,
CO.

YVVYY
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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, click OK and it will take you to this tab.

Enter the following information in the top part of the screen:

> Begin Travel = 5/12/##
» Depart=RES
» End Travel = 5/17/##
» Return =RES
> Comments = Leave taken 15M-17".
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.
» Lookup or Enter the location (i.e. Boulder, CO)
» Click the create | (Document) button
The Document Information screen still appears but the Document Toolbar now has
different options available. It will also show your Document Name & TA#.
> Click on E#PEn=E= in the Document Toolbar to bring up the Edit/Enter Expenses
screen.
5 | Enter the following information on the Edit/Enter Expenses screen:

Airline Flight Traveler $425.00 (Class = Y)
TMC Transaction Fee $23.01

Hotel Tax $50.00

Taxi $100.00

» Click the [save| (Expense Changes) button when completed
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Step

Action

5a

To enter the actual lodging cost information, click on the Show Expense Details B icon
on the first line of lodging expenses. This will bring up a new window.

Enter 115 in the Expense Cost field

Click the Lodging Details tab

Click the Conference Allowance checkbox

Enter 115% in the Conference% field

Enter OAR/ESRL Conference in the Conference Description field
Enter OAR/DOC in the Sponsoring Agency field

Click 'us= (Expense Detail Updates)

YVVVYYYY

Expense Details for Lodging-PerDiem 05/12/ 2009

Quick Tip For this page you can:

Wiew or edit al detads for this expanss. Click the tab 10 8ee the respactive expense detalis. To save Use: | expenaa Detal Lpdates
changes to expénse detais, chick the Usé Expense Detail Updates button and on the main &xpenss rm—

BCTEEN, SAVE EXDENSEE. Cose | withoul Saving Expense Delals

Conferance Allowance

i § Leave Data
Conference % 115

Conference Rate 120.75
Conference Deseription QAR/ESEL Corference

Sponsoring Agency NOAS/DOC

& Hone Hours
2 Annual
 Other

Meals Provided
[ Breakfast
O runch

] binner

MEIE Dverride
Quarters
MBIE Amount|

5b

On the Enter/Edit Expenses page scroll to the right and in the same line you just added
the actual expense

» Enter 5/14/## in the Copy Through field
» Click the |save| (Expense Changes) button when completed
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Step Action

5C | To enter the annual leave information, click on the Show Expense Details B icon on
the line of the date you will be taking annual leave. This will bring up a new window.

» Click the Lodging Details tab

» Click the Annual radio button in the Leave Data area

» Enter/Verify 8 in the Hours field in the Leave Data area
» Click 'use (Expense Detail Updates)

Expense Details for Lodging-PerDiem 05/15/ 2009

Quick Tip For this page you can:
Wiew or &dit all detaids. for this expense. Click the: tab 1o a8 the respeciive expense detalis. To save {17 Im Detal Updates
changes to expenss detais, click the Use Expense Detail Updates bulton and on the main expense

BCTEEN, SEVE EXIENEES. Close | withoul Saving Expense Delais
] conterence Allowance . Leave Data
Conference % ' Hene Hours (800
Conference Rate0.00 =
- L Annual
Conference Description
C:'ﬂ'r.hzr

Sponsoring Agency

Meals Provided

D . MEIE Override
Breakfast it
O Lunen -

MEIE Amount
[l pinner
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Step

Action

5d

To enter leave being taken on a weekend, click on the Show Expense Details El icon on
the line of the date(s) you will designated “Other Leave”, so you will not receive
Lodging or M&IE:

» Click the Lodging Details tab

» Click the Other radio button in the Leave Data area

» Enter/Verify 8 in the Hours field in the Leave Data area
» Click use (Expense Detail Updates)

Expense Details for Lodging-PerDiem 05/16/ 2009

Cuick Tip For this page you can:

Wiew or edit al detads for this expense. Click the tab to 8ee the respactive expense detalis. To save: Use | expenae Detad Updates

changes bo expenss detais, click the Use Expense Detail Updates bution and on the main expénss pm—

BCreen, SAVE EXpEnses. Close | withpul Saving Expense Delails
P Genersibetailai ] Loogno vetais |

[C] conterence Anowance Leave Data
Conference %
Conference Rate 0.00

Conference Deseriplion

) Hone Hours | 200
3 Annual

. ':;:‘O'thzr
Sponsoring Agency

Meals Provided
[ Breakfast

[ Lunen

MARIE Override
Guarters

o PEIE Ammount
[l pinner

» Click the [save| (Expense Changes) button when completed

Note: Upon saving your data, your lodging and M&IE amounts should be zero.

Click on A=zaunting jn 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

Click on Tefals in the Document Toolbar to open up the Total Details screen

» Verify the totals

Click on Freview Document jn the Document Toolbar to have a new window open with the
print preview of your travel document.
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Step

Action

9

Click on Ferform Fre-Audits i the Document Toolbar to open up the Pre-Audit Results
screen.

Pre-Audit Results for 9KYBS0023

Quick Tip For this Document you can:
Click the Magnifying Glase icon to view detal comments for each audt process. morg Closa IPT Audit Resulis

Document Name: SKYES0023

Type: TA
Traveler: Boukder, Kyls
Status: FAL

Pre-Audit Results

T T
B account vaunanon PASS

B anenoments PASS

B amount pap Ta TRAVELER PASS

[EvapsrovaL By TRAVELER  PASS

& DOC CONFERENGCE FAIL Yeu must complets the Cenference Criteria in the additional information sereen (al least one YVES response is sxpecied for
WVALDATION : conferences).

Biooc Frenp PRocESSHG PASS
& DOC MILEAGE VALDATION BASS

oo ron vean This doeument references PRIDR FISCAL YEAR ccounting or dates
PROCESSING L :
B urecue T4 numszR PASS
[Buvaimate viun PASS

Note: The system will fail your results if the Conference screen has not been filled out. The
Conference screen must be filled out if using 5-Reportable Conference or 6-Non-Reportable
Conference selections for the purpose of the trip.

10

Click on DBC Canference in the Document Toolbar to open up the DOC Conference
screen.

DOC Conference

For this Page you can:

Enter ihe questions for determining Purpose Codes for Conferences. The logic that applies is that if question 1.2.3, Save Im Addiianal nfarmation Updates
or 4 are angwered YES then Purpose Code S-Aeporlable Conference iz applied, if question 5 or § are answersd

“vES then Purpose Code 3-Traning Afiendance & applied, and if question 7 is answered YES then Purpase Code: Oear | ggdates

‘B-Non-Reportabie Conferance is appied.

Quick Tip

Criteria for Determining Purpose Code for Conferences and Training

1. Does the Conference have a featured or keynote speaker from the Department of Commerce or any of its bureaus?

2 Does the conference hove stadf from the Department of Commerce or any of its bureaus that are providing technical expertise (2.9, lkading or |
participating in panel discussians, providing iraining, andier prasenting findings)? 1

3, & the Depariment of Commerce or any of % bureaus hasting/sponsering the conference (&g, providing meeting planning services, lbgistics, :l
andior providing support by statfing the conference)?

4. & the Department of Commearcs of amy of A8 bureaus proveing dinact funding towards the conference? |

5. Does the conference inchide internal DOC related Workshops?

& ks the confenence a training session where staff from the Department of Commerce or any of its bureaus only attend (L.e., no other staff from |
alher agancies) and wil nol pamcpale in an oTficial capacity? R
7. the conference does BOT include training and does ned fil under any of the crieria above, enber YES hers bo indicals &-Hon-Reporable

Cenference as the tng purpoas,

Note: At least one field must be filled in with a YES. Multiple fields can have YES answers.
Depending upon your answer to the questions, the system will determine whether or not if the
purpose chosen was correct. If it is not, the system will automatically change the purpose type
to the correct one based on your answer(s).
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Step Action

10a | Enter the following:
1. YES
2. YES
3. YES

» Click save| (DOC Additional Information Updates)

11 | Click on Ferform Fre-Audits - iy the Document Toolbar to open up the Pre-Audit Results
screen.

» Verify the document now has a status of PASS

12 | » Stamp the document SIGNED
The Pre-Audit Results for Document # screen appears.

» Verify the document status is PASS
» Click the = Continue |(Stamping the Document) button

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”.

Note: For TRAINING PURPOSES ONLY - the routing/approval/DATALINK
process can not be completed in the training environment. To be able to create a
voucher from authorization in the training environment, the status must be set to

“Complete.”

15a | From the Home screen click on the Open Document [ icon which will take you to the
Open Document Signature screen.

» Enter your Signature PIN
» Click the S (to Review Document) button

15b | The Document Summary screen appears.

» Click Document Status. jn the Document Toolbar to open up the Status screen.
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Step Action

15c¢ | The Status screen appears.

Change the status to Completed

Enter your Signature PIN

Enter your Remarks

Check the checkbox Stamp Without Adjustment

Click the Stamp (and Submit Document) button

YV VVVY

The Pre-Audit Results for Document # screen appears.

» Verify the document status is PASS
» Click the = Continue |(Stamping the Document) button

You will be taken back to the Home screen.

Notes: A preparer in PRODUCTION should NOT set any authorization with the status of
completed. This step is only for training purposes.

A preparer should only open the document up using their Signature PIN is if they are doing an
adjustment or amendment. Otherwise the preparer should only use the GET button. That will
bring the document up in VIEW ONLY mode.
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