Travel Manager 9.0 Training Extras

Extras #8: Travel Voucher Ending “In Travel Status”

Objectives: e Create the first Travel Voucher from Authorization for a long term
DY

e Understand how to file multiple-vouchers
Notes: Trips greater than 30 days will result in a dollar based obligation.

This allows multiple vouchers to be submitted against the travel authorization.

It also allows a preparer to amend the Travel Authorizations after voucher(s) have
been submitted, as long as the obligation is not being reduced below what has already
been paid.

Instructions: Execute the following steps:

The first 30 days of your trip have passed, but you are still on your TDY. Per FTR 301-52.7, if
on continuous travel status, vouchers need to be filed every 30 days. You left your residence on
March 1%. A family member dropped you off at the airport. Your costs included the following:

E-Ticket #£903S9SL V3050872 issued Feb 24™ for $423.00
Transaction Fee $25.43

Hotel - $50/night

Hotel Tax - $9.23/night (x31 = $286.13)
POV - 25 miles one way to airport
Parking - $12/night (x31 = $372.00)
Gas - 3/30 - $25.12

*You will need to do an override on your M&IE to put in the reduced amount.

Step Action

1 From the Home screen:

» Click Create New Document from the Document Toolbar

28 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 TV from TA

Click the Create |(this Document) button
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The screen will split and at the bottom all DATALINKED authorizations will appear to
select from.

> Click the OpenE icon of the authorization going to create the voucher

The Document Information screen appears with the Document Information tab
highlighted and fields displaying what had been entered on the authorization.

Document Information

Quick Tip For this Document you can:
Ener or edit the peneral document information. If this is atrip based document, click the Trio information tab to editiview the rip information. Authorizatony Vouchers Doctemet
Lesalioychery

_Canced |

Traveler Hame:  Janet Holder

Document Type D TV

Document Name © 1T0YS003
Report Date ® 052272012 [
TA2 D 1TOVS0030
Sponsored Travel
Currency U5 Dolsr =
Type Code D -
Purpose Code © 30THER fiee baiow) b
Document Description © 30-day detail to Norfolk, VA
Document Default Accounting Code [General Travel P71 $4

Default Accounting Code Org [H-20-01

» On the Type Code field Select 1-SINGLE DOMESTIC
> Change Description to add 1% voucher for
» Click the Trip Information tab
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Because this is the first of several vouchers there are a few areas that need to be updated:

e End Travel Date = should be the end date of when filing the voucher (i.e. 3/31)
e Return Selection = should be changed from RES to IN TRAVEL STATUS
e Departure Date = should be the end date of when filing the voucher (i.e. 3/31)

Document Information

Quick Tip For this Document you can:
E ner oF m mm:l‘l decument mformaton. If this is a trip based document, cick the Trip Informaticn tab o edefiew the trip information. Auinongatons Youcnersy Document
[Concal]
Traveler Name:  Janet Holder
Triplo 1
Begin Travel @ 03012011 = Depart RES Depart Selection RES -
End Travel @ 03311 - Return  IN TRAVEL STATUS Return Selection |N TRAVEL STATUS -

Trip Duration  Multipls days -

CBA OBLIGATION #:00191674 Organization
Comments ID:142002 TRAVELER PO#:00151673
FREPARED BY: thersss.s.rubis@ncas.gov - “HH|

Itinerary Locations

Teplace ALL lodging and MAIE information Create additional rows

lmm::-_m::-am:-
mpom [ wam = NORFOLK.VA searcnidd

» When finished click the | create putton

Notes:
v By making the return selection “IN TRAVEL STATUS”, the traveler will receive full
lodging and M&IE costs. Since the traveler is still in a temporary duty status, they are
entitled to lodging and full M&IE on the last date as shown on the voucher.

v'Ignore the Override button. It does nothing on the voucher. It will go away when you
click Create.
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Step Action
4 | 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
Edit/Enter Expenses for Travel Voucher: 1TDYS0030D
Quick Tip
Enter or a2 expenses. Each ine beiow displays a dfferent expense. To edd expense detals not dsplayed below, cick the Detais icon ned 1o the expense r
description. To delete an expense, use the check box. Enter all expenses and changes and chek Save. more " Display Express Expense Screen
T
rpense Catego A ses) - -=!= ’I!:’ MMLM'
- e e
End Date :"E. .—.JM _._.—..—.JM'-
Current Method: By Expe Currency: U.5. Dollar
Expense Entry Customize Display Add Rows Prav 25 Mexi:
]m-::-_z.m 2 |:_ .’_. _ -:: :n-:"__. ._Z_.m I ..u_-.kiiz...--m.. ..n. 2
) 030172011 [F2] Arine Fight =] COM.CARRIER = @ 423.00 B AGENCYCARD ~ =] 12001/ Generl Tra
By B ooz [ Hoe Ta =] LODGING TAX ~ [® 1200.00 B covee - ES] H-20-01/Generl Trave
B B = [ Lodgng PerDier Foo B cowc . ESl H2001/Genersl Trave
B B = 5] [ MuEPeDer ® B oTHeR v EE H2001/Genenl Trave
B2 B ovovzm [55 1POCPvate Whole =] MILEAGE ~ @ 51.00 B oTHer - 5] H-2001/Genenl Trave
B3 B 03012011 [55 Check Baggage Fees =] OTHER NON-TR = @ s0.00 B oTHer - ES] H-20.01/Genensl Trave
By B o021 [ kg Fees =] OTHERTRAVEL »  [@1350.00 B oTHeR v ES] H-2001/Genenl Trave
By B o2 B Realce =] RENTALCAR ~ @ 170000 B eovee - = H-20-01/Genend Trave
By B o3ov2om [ TMC Transacton Fees =] TRANSACTION FEES ~ (12543 B AGENCYCARD ~ EE H2001/Genenl Tave
B2 B 03012011 [ GosRental/Gowt Car 5] TRANSPORT ~ @ 45000 B omHer - 5] H-2001/Genenl Trave
£r) = [5] Lodging Perlher Booo B cowc v ES] 12001/ Genenl Trave
B B = [5] [ MAIE-PerDe iC] B oTHer v ES] H-2001/Genenl Trave
Due to the information entered on the Document Information screen, only the system
generated expenses (Lodging/M&IE) will be affected by showing only that date range.
4a | Enter/Modify the following expenses on the Expense screen.

E-Ticket #E903S9SL V3050872 issued Feb 27" for $423.00
Transaction Fee $25.43

Hotel Tax - $9.23/night (x31 = $286.13)
POV - 25 miles one way to airport
Parking - $12/night (x31 = $372.00)
Gas — 3/30 - $25.12

Checked Baggage Fee - $25.00

» Delete any other expenses that are not being claimed at this time.
» Click the 'save| (Expense Changes) button when completed
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Now we need to add our reduced lodging and M&IE.

» Change the Expense Category field to “All Lodging & M&IE Expenses”
» Click Search

Edit/Enter Expenses for Travel Voucher: 1TDYS0030

I Quick Tip For this Page you can: |
Display Express Expense Screen

Enter or edt expenses. Each ine below displays o dif'erent expense. To edit expense details not desplayed below, cick the Details icon next to the expense B
description. To delete an expense, use the check box Enter all expenses and changes and cck Save. more

Lwaciwia ————————————___________ JECOEEEE

Expense Category (Al Lodgng & MAIE Bxpenses) - - _['“W‘!
Start Date = —Ic""‘”‘
End Date = _Back | ...__J

Current Method: By Currency: U.S. Dollsr |

Expense Entry

Immm-z___tr'-l-m—mmmi
Itr) [= = @000 B covee = [= Hm1mea|
It} = 5 [T B B oruer - 5] 12001/General Tavel
) [ E B o000 GOVEC . [ H-2001/General Tavel
) = = OTHER - [ H-20-01/General Tavel
o B = = 1odg ®0.00 GOVEC - [ H-2001/General Tavel
~ ~ — — = =

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

» In the General Details tab enter the Expense Cost (i.e. 50)

» Click the Lodging Details tab

» In the M&IE Override Box, enter the Quarter (i.e. 4) and M&IE Amount (i.e. 33.55)
» Click Use

Expense Details for Lodging-PerDiem 03/01/2011

Quick Tip J For this page you can:

View or edit all detais for this expense, Ciick the tab to see the respective expense detais. To save Use I Expense Detal Updates
changes to expense details, ciick the Use Exoense Detai Updates button and on the main expense
screen, Save expenses Close I without Saving Expense Detais

I General Details

Conference Allowance Leave Data
Conference % @ None Hours
Conference Rate 0.00
Annual

Other

Conference Description

Sponsoring Agency

Meals Provided
M&IE Override

Quarters &
M&IE Amount 3355

| Breakfast
Lunch

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

» Enter 3/31/## in the Copy Through field
» Click the 'save| (Expense Changes) button when completed

Note: If you look at the last day of expenses you’ll notice the traveler got full lodging and M&IE
costs.

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

6 | Click on Tetals in the Document Toolbar to open up the Total Details screen.

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

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

9 | Click on Bocument Status in the Document Toolbar to open up the Status screen.

» Enter your Signature PIN
» Enter your Remarks if any

> Click the -2am_ (and Submit Document) button

Note: Reminder Group Administrators are not allowed to stamp the voucher SIGNED. The
Traveler has to be the one stamping the voucher SIGNED to initiate the electronic routing.
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The Pre-Audit Results for Document # screen appears.

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

The Signature screen appears with a statement that should be read.

> Click the Accept |(SignatureText) 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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