Travel Manager 9.0 Training Extras

Extras #18:

Objectives:

Notes:

Instructions:

TA for Ship bound Personnel or Traveler with 1 Night Stay

e Create a Travel Authorization that shows an individual who will be
aboard a ship.

By selecting a vessel location, the system will automatically reduce per diem
down to the current incidental rate. However, you will need to ““override” the
system generated M&IE for your travel days.

NTR 301-11.101(b)(iv) states, “You are entitled to the origin M&IE rate when
en-route to and from the ship. Origin is defined as the place (permanent duty
station or residence) where travel begins.”

Execute the following steps:

You’ve been asked to report to the NOAA Ship THOMAS JEFFERSON leaving Norfolk for a
tour of duty of a month. You will be leaving your residence of Charlotte, NC (M&IE = $51.00).

The assumption is that the traveler will be spending one night in Norfolk before reporting
directly to the ship and meals will be provided when on board.

Estimated Expenses

$699.00 = Round-trip air fare
$25.43 = Transaction Fee

$150 = Taxi Fare

Step

Action

From the Home screen:

» Click Create New Document from the Document Toolbar

The New Document screen appears.

>
>
>
>

Click on the Lookup icon # by either the VNum or Traveler Name field
Click on the VNum to select your traveler.
Click on the Document Type drop-down listing and select TA

Click the Create | (this Document) button
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Step

Action

3

The Document Information screen appears with the Document Information tab
highlighted and fields displaying.

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 = 9-OTHER

Document Description = Reporting for 30-day duty on Thomas Jefferson for
fisheries study. One night lodging for Norfolk while ship finished being ready.

YVVYVYVYYV

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 = 03/01//##
» Depart =RES
» End Travel = 03/31/##
» Return =RES
» Comments = {Click on the Preset button}
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.

Itinerary Locations

Replace ALL lodging and M&IE information Create additional rows
| AmvaiDse | DepatwreDaste | teemylocawo  Junisto
L A I = o = searchdd

> 1% Departure Date = 03/02/##
> 1% Location = Norfolk, VA
> 2" Location = Government Vessel, VA

Itinerary Locations

Replace ALL lodging and M&IE information Create additional rows
L I = oz [ NORFOLK.VA searchd
Y R | gz = “GOVERNMENT VESSEL, VA searchh

» Click Geate (Document) button

Note: If you are unable to find a “Government Vessel” location, you may email
clientservices@noaa.gov to request that it be added to the system.
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Step Action
4c | 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 EXP€0s€s i the Document Toolbar to bring up the Edit/Enter Expenses
screen.
5 | The Edit/Enter Expenses screen appears with default lodging and M&IE for a

Government vessel (i.e. $0 lodging/$5 M&IE) for the days on the ship:

Edit/Enter Expenses for Travel Authorization: 1SHPS0003

Quick Tip For this Page you can:
Enter or edt expenses. Each ine below displays a different expense. To edt expense detais not displayed below, cick the Details icon next to the expense [
description. To delete an expense, usa the check box. Enter al expenses and changes and chick Save. morg Display Expross Exponse Screon

Search Criteria

Espense Category (Al Expenses) - o
Start Date = _Oear | charges
End Date = _Bock | Continue |
Current ion Method: By Currency: U.S. Dollar
Expense Entry
-ﬂ-ﬂ“__ln__mﬂ
=0 B a200 l GOVCC - =
Eﬁ IE. =] me @ OTHER - 5| -H
B B E= 5 [ oo I Govee . = -4
By B = =] me @ B omier - = -4
) 5 [ tos Rooo GOVCC - )
It [E) =] M ] OTHER v = LA

The first day will reflect a lodging cost for staying in Norfolk and travel M&IE.
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Step Action
5a | To enter the correct M&IE information for the last day of the trip, click on the Show
Expense Details (1 icon on the last line of lodging expenses. This will bring up a new
window.
» Click the Lodging Details tab
Expense Details for Lodging-PerDiem 03/31/2011
Quick Tip For this page you can:
View or edt ol detads for this expense. Clcl the tab 10 36¢ the reapectve expense detals. Tosave | Use | Expense Detal Updates
changes lo expense detals, clck the Use Expense Detsl Updates button 8nd on the main expense
screen. Save expenses | Gose | wthout Savng xpense Deias
| Conference Allowance [Losve Duia
Conference % & None Hours
Conference Rate 0.00
Conference Description Anniet
Sponsoring Agency Omer
Meals Provided
[ Breakfast MNIE Dvasmice
G Quarters
I—;::'mn MSIE Amount
» In the M&IE Override Box, enter the Quarter (i.e. 3) and M&IE Amount (i.e. 61.00)
» Click Use
Expense Details for Lodging-PerDiem 03/31/2011
Quick Tip For this page you can:
predoelbsen o opapiiymidldlbsoia ook \ﬁlmww
screen, Save expenses | Qose |wms-mamoa-
. || Conterence Allowance Leave Dota
Conference % @ None Hours [ C
Conference Rate 0.00
Conference Description Ao
Sponsoring Agency _ Other
| Meals Provided
["] Breakfast SN
: Quarters 3
L}l ::"':: MSIE Amount 61
» Click the Isave| (Expense Changes) button
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Step

Action

5b

Enter the rest of the expenses:
$699.00 = Round-trip air fare
$25.43 = Transaction Fee
$150 = Taxi Fare

» Click the 'save| (Expense Changes) button when finished

6 | Click on Aceounting in the Document Toolbar to open up the Available Accounting Code
screen. Make any necessary changes to the accounting code.

7 | Click on Tetas in the Document Toolbar to open up the Total Details screen.

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

9 | Click on Perform Pre-Audits in the Document Toolbar to open up the Pre-Audit Results
screen.

10 | » 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 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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