
Travel Manager 9.0             Training Exercises   
 

 
 FY 2013 – Version 1.0              Restricted Rights Notice-For NOAA and BIS Users Only             1 

Exercise #8b:    Travel Voucher (Adding Expenses not on TA) 

Objectives:  Creating a Travel Voucher 
 Adding Expenses that were not originally on the TA 

Notes: Certain expenses can be added to the travel voucher without having to amend the 
authorization.  However, these expenses cannot exceed the tolerance level of 50% or 
maximum of $1350.   
 
Any costs exceeding these tolerances an amendment to the authorization will have to 
be made as well as changes to the following: 
 
 Adding Registration Fees (the object classes are different) 
 Foreign Travel on the TA but not the TV 
 Foreign Travel not on the TA but on the TV 
 Accounting Changes 

 
More information can be found in Dispatch#1 at: 
http://www.corporateservices.noaa.gov/finance/travel.htm 
 
If adding additional expenses on TV that were not on the TA, per NTR 301-2.1(i) the 
following statement must be included on it: “Electronic approval of this travel 
voucher indicates reimbursement of the (specific expense(s)) as stated on the travel 
voucher were necessary and post-approved.” 

Instructions: Execute the following steps: 

 
You have returned from the software conference in Boston, MA.  While there, they added an 
additional half-day session with no meals provided for no additional cost.  You got approval 
from your supervisor to attend that additional session.  In attending that additional session, you 
had to catch a later flight and due to some weather issues; you did not get home until April 21st 
early in the morning.  You will not need to amend your authorization; however, you will need to 
make the changes on the voucher for the additional day. 
 
Your costs included the following: 
 
E-Ticket #E3809JDLSO29345A issued April 14th for $450.00 
Transaction Fee $25.43 
 
Other Expenses 
 
4/17 – Taxi - $35.00 
4/17 – Baggage Fee - $25.00 
4/20 – Baggage Fee - $25.00 
4/21 - Taxi - $45.00 
 
 
 



Travel Ma
 

 
 FY 2013 –

 

Step 

1 Fr
 

 

2a 




 

2b T
se
 


3a T
hi
 








4 C
w

anager 9.0   

– Version 1.0   

rom the Hom

 Click 

 Click on t
 Click on t
 Click on t

 Click the 

he screen wi
elect from. 

 Click the 
#8a’s num

he Documen
ighlighted an

 Verify all 
 Click the 
 End Trav
 Departur
 Commen

delayed fl

 Click the 

Click on 
with the expe

           Restric

me screen: 

the Lookup i
the VNum to
the Docume

 (th

ill split and a

Open  icon
mber) 

nt Informati
nd fields disp

information
Trip Inform

vel = 4/21//#
re Date = 4/2
ts = Extra ½

light, home o

 bu

 in the D
nses and cos

cted Rights Not

 from the D

icon   by
o select your
nt Type dro

is Documen

at the bottom

n of the auth

ion screen ap
playing wha

n is correct a
mation tab 
## 
/21//## 
½ day approv
on 4/21. 

tton 

Document To
sts that were

tice-For NOAA

Action

Document T

y either the V
r traveler. 
op-down listi

t) button 

m all DATAL

horization go

ppears with 
at had been e

and make cha

ved via phon

oolbar to bri
e entered on 

A and BIS User

Toolbar 

VNum or Tra

ing and selec

LINKED au

oing to creat

the Docume
entered on th

anges where

ne on 4/19.  

ing up the Ed
the authoriz

         T

rs Only            

aveler Name

ct TV from T

uthorizations

e the vouche

ent Informa
he authorizat

e necessary 

Weather rela

dit/Enter Ex
zation 

Training Exer

 2

e field 

TA  

s will appear

er (i.e. Exerc

ation tab 
tion.   

ated issues 

xpenses scre

rcises   

r to 

cise 

een 



Travel Ma
 

 
 FY 2013 –

Step 

4a E
 
E
4/
4/
4/
4/
4/
 




5 C
sc
 
E
 

 



N
Tr
inf
of

6 C
sc

7 C

8 C
pr

9 C
sc

anager 9.0   

– Version 1.0   

nter/Modify

-Ticket #E3
/17 - Transac
/17 - Taxi - $
/17  - Bagga
/20 – Baggag
/21 - Taxi - $

 Delete any
can not h

 Click the 

Click on 
creen. 

nter the follo

7. YES 

 Click 

Note: The DOC
ravel Authori

nformation ma
f the voucher.

Click on 
creen.  Make

Click on 

Click on 
rint preview 

Click on 
creen. 

           Restric

y the followin

809JDLSO2
ction Fee $2
$35.00 

age Fee - $25
ge Fee - $25
$45.00 

y charges fro
ave Miscella

  (Exp

 in

owing: 

 (DOC Ad

C Conference
ization will no
ay not be kno
 

 in the D
e any necess

 in the Docu

 i
of your trav

 in

cted Rights Not

ng expenses

29345A issu
25.43 

5.00 
5.00 

om the autho
aneous fees 

pense Chang

n the Docum

dditional Inf

e screen has t
ot carry over 
wn at the tim

Document T
ary changes 

ument Toolb

in the Docum
vel documen

n the Docum

tice-For NOAA

Action

 on the Expe

ed April 14th

orization tha
on Travel V

ges) button w

ment Toolbar

formation Up

to be filled ou
to the vouche
e of the autho

Toolbar to op
to the accou

bar to open 

ment Toolba
nt. 

ment Toolba

A and BIS User

ense screen.

h for $450.00

at are not nee
Vouchers) 

when comple

r to open up 

Updates) 

ut again.  The 
er.  This is be
orization, but 

pen up the A
unting code.

up the Total

ar to have a n

ar to open up

         T

rs Only            

 

0 

eded (Remem

eted 

the DOC Co

information p
cause the con

t should be kn

Available Ac
 

l Details scr

new window

p the Pre-Au

Training Exer

 3

mber that yo

onference 

provided on t
nference 
nown at the tim

ccounting Co

een.   

w open with 

udit Results 

rcises   

ou 

the 

me 

Code 

the 



Travel Ma
 

 
 FY 2013 –

Step 

10 C
 
T
E
E
st
 
Y
 

 
Y
 

11 B
P
 



 
 
T
 



Fo
ap
O

 
 
 
 

anager 9.0   

– Version 1.0   

Click on 

he status to 
xcepted trav
mployee’s a
tamp on beha

You will do th

 Close 
 Conta
 If the 

electro

You will do th

 Close 
 Conta
 If the 

the sig
 Log b

travele

Because this i
Pre-Audit Re

 Verify the

 Click the 

he Signatur

 Click the 
 

or EXCEPT
ppearing in t

Official when

           Restric

 in 

apply will sa
veler.  You w
are required t
alf of the tra

he following

out the docu
act the travel
voucher is a
onic voucher

he following

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

is an EXCEP
esults for Do

e document s

 

re screen app

 (S

TED TRAVE
the Last Doc
n the docume

cted Rights Not

the Docume

ay approved
will have to k
to stamp the

aveler once t

g steps for E

ument 
er and have 

alright have t
r signed 

g steps for E

ument 
er and have 

alright have t
ack 
system and 

PTED Trave
ocument # sc

status is PAS

(Stamping t

pears with a 

Signature Tex

ELERS – the
cuments area
ent is ready f

tice-For NOAA

Action

ent Toolbar

d, regardless 
know what ty
eir own vouc
he paper cop

mployees: 

them review
the traveler s

xcepted Trav

them review
the traveler s

the voucher

eler, after the
creen will ap

SS 

the Documen

statement th

xt) button 

e Home scree
a.  The prepa
for approval

A and BIS User

to open up t

of whether i
type of trave
chers and Ex
py with sign

w the paper v
sign the pap

avelers: 

w the paper v
sign the pap

r and stamp i

e document w
ppear. 

nt) button 

hat should be

en will appe
arer will hav
l in the syste

         T

rs Only            

the Status sc

it is an Empl
eler this is be
xcepted trave
nature has be

voucher 
er voucher a

voucher 
er voucher a

it SIGNED o

was stamped

e read. 

ear with the d
ve to inform t
em. 

Training Exer

 4

creen.   

loyee or 
ecause 
elers you wil
een sent to yo

and stamp th

and send you

on behalf of 

d SIGNED t

document 
the Approvi

rcises   

ll 
ou. 

he 

u  

f the 

the 

ing 


