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Constructed Travel Voucher 
Objectives: • Create a constructed travel voucher 

Notes: If at all possible, a Cost Comparison should be done in advance of preparing 
the authorization thus a constructed voucher would not be needed.  The form 
can be found at: 
http://www.corporateservices.noaa.gov/~finance/SI.costcomp.PDF 
 
This exercise covers how to create a constructed (cost comparison) voucher 
when a traveler deviates from the authorized itinerary and/or transportation 
mode because of personal preference.   
 
FTR, section 301-10.4 through 301-10.8, explains that agencies must select the 
method of transportation most advantageous to the Government considering 
the total cost to the Government including cost of per diem, lost work time, and 
actual transportation costs.  If a traveler deviates from the authorized method 
of transportation, the traveler is responsible for any additional costs incurred. 
 
When a traveler deviates from the preferred method of transportation, a cost 
comparison must be performed. Two versions of the voucher are prepared - 
one to determine the cost of the trip as it was authorized, and the other to 
determine the cost of the trip as it occurred using the traveler’s preferred 
itinerary and/or mode of travel. The traveler will then be reimbursed for the 
lesser of the two vouchers.  

Note: FTR, section 301-10.309 explains what the traveler will be reimbursed 
when the traveler uses POV instead of Common Carrier. Section 301-10.310 
explains what the traveler will be reimbursed when the traveler uses POV 
instead of a Government automobile.  

Travel regulations indicate that when doing a cost comparison you can not use 
any local travel or other miscellaneous expenses incurred while at your 
Temporary Duty location. In order to claim these expenses when doing a cost 
comparison in ITM, we recommend that you enter any local travel and other 
miscellaneous expenses on both the voucher for the trip as it was authorized 
and on the voucher for the trip as it occurred. This way the costs for local 
travel and miscellaneous expenses offset each other during the comparison and 
are reimbursed regardless of which trip is selected for payment.  

 
Instructions: 

 
Execute the following steps: 

 
Part 1 - Create a voucher from the original authorization. This voucher (Trip 1) will reflect the 
trip as it was authorized. In this case, the traveler was authorized to fly to Buckhannon, WV.  
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Part 2 - Use the add feature to create a second voucher. This voucher (Trip 2) will be added to 
reflect the trip as it occurred. In this case, the traveler elected to drive to Buckhannon, WV using 
their personal vehicle.  
 
Part 1 
 
You have just returned from a site visit for Buckhannon, WV (Upshur County).  You left your 
residence on 8/23/08 and you returned on 8/29/08. 
 
Ticket/Fee Information 
Ticket #89510 issued 8/15/08 for $535.56 
TMC Transaction Fee - $22.25 
 
Actual Expenses 
8/23 – 46 miles POV from residence to airport and back 
8/23 – $60 hotel 
8/23 – $18.54 hotel tax 
8/24 – $60 hotel 
8/24 – $18.54 hotel tax 
8/25 – $60 hotel  
8/25 – $18.54 hotel tax 
8/26 – $60 hotel  
8/26 – $18.54 hotel tax 
8/27 – $60 hotel  
8/27 – $18.54 hotel tax 
8/28 – $60 hotel  
8/28 – $18.54 hotel tax 
8/29 – 46 miles POV from residence to airport and back 
8/29 – $238.64 Rental Car 
8/29 – $45.12 Gas 
 
In order for the traveler to be reimbursed for the local travel expenses, the traveler must claim the 
following local travel expenses for the trip as it occurred: 
 
8/24 – 13 miles POV 
8/25 – 13 miles POV 
8/26 – 13 miles POV 
8/27 – 13 miles POV 
 

Step Action 

1 From the Home page: 
 

 Click  from the Document Toolbar 
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Step Action 

2a The New Document Page appears.  For a traveler, the information for the Vendor 
Number and Traveler name will automatically fill in. 
 

 Click on the Document Type drop-down listing and select TV from TA  
 Click the  (this Document) button 

2b The New Document Page appears again with a security message that reads: 
 

 

Security is set up such that you have access to your own documents only.  
 

The Vnum and Traveler Name fields are blank. 
 

 Enter either the Vendor Number or Traveler Name  
 Click the Lookup  icon 

 
The search results screen appears 
 

 
 

 Click the VNum 

2c The New Document Page appears.  The information for the Vendor Number and 
Traveler name are now filled in. 
 

 Click on the Document Type drop-down listing and select TV from TA  
 Click the  (this Document) button 
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Step Action 

2d The New Document page splits and shows toward the bottom of the screen Document 
Search (TA from TV) 
 

 
 Click the Document  icon for YFMLS0002 

3a The Document Information page appears with the Document Information tab 
highlighted and fields displaying the information contained in the TA. 
 

 
 Verify all information is correct and make changes where necessary 
 Click the Trip Information tab 
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Step Action 

3b 

 
 Verify all information is correct and make changes where necessary 
 Click the  button 

4a The Document Information page still shows. 
 

 Click the Document Information tab 
 

 
 

 Click the drop down list for the Type Code field and select CONSTRUCTED 
 Click  (Changes to Document Information) button 
 Click the Trip Information tab 
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Step Action 

4b The Document Information page appears with the Trip Information tab information 
showing on screen with a button Add Trip. 
 

5 Click on  in the Document Toolbar to bring up the Edit/Enter Expenses page 
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Step Action 

5a Enter the following information: 

Date Expense Description Cost 

8/23/08 1POC-Private Vhcle See 5b 

8/23/08 Airline Flight See 5c 

8/23/08 TMC Transaction Fee $22.25 

8/23/08 Lodging $60 

8/23/08 Hotel Tax $18.54 

8/24/08 Lodging $60 

8/24/08 Hotel Tax $18.54 

8/24/08 1POC-Private Vhcle See 5d 

8/25/08 Lodging $60 

8/25/08 Hotel Tax $18.54 

8/25/08 1POC-Private Vhcle See 5d 

8/26/08 Lodging $60 

8/26/08 Hotel Tax $18.54 

8/26/08 1POC-Private Vhcle See 5d 

8/27/08 Lodging $60 

8/27/08 Hotel Tax $18.54 

8/27/08 1POC-Private Vhcle See 5d 

8/28/08 Lodging $60 

8/28/08 Hotel Tax $18.54 

8/29/08 1POC-Private Vhcle See 5b 

8/29/08 Rental Car $238.64 

8/29/08 Gas – Rental Car $45.12 
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Step Action 

5b To have the system calculate the mileage, click on the Show Expense Details  icon.  
This will bring up a new window. 
 

 
 

 Change 184 to 92 in the Quantity field 
 Click in another field or press TAB 

 
The Expense Cost field will automatically fill in with the calculated cost. 
 

 Click the  (Expense Detail Updates) button to close this window and populate the 
Cost field 

 Click the Copy  icon on that expense line  
 On the new line at the bottom change the date from 8/23/08 to 8/29/08 
 Click the   (Expense Changes) button when completed 
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Step Action 

5c To enter the cost and ticket information for the Airline Flight, click on the Show 
Expense Details  icon.  This will bring up a new window. 
 

 
 

 Click on the Ticketed Transportation Details tab 
 

 
 Enter 89510 in the Ticket No field 
 Enter 8/15/08 in the Issue Date field 
 Enter 535.56 in the Ticket Value field 
 Click  (Expense Detail Updates) 
 Click the   (Expense Changes) button when completed 
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Step Action 

5d To have the system calculate the mileage, click on the Show Expense Details  icon.  
This will bring up a new window. 
 

 
 Enter 13 in the Quantity field 
 Click in another field or press TAB 

 
The Expense Cost field will automatically fill in with the calculated cost. 
 

 Click the  (Expense Detail Updates) button to close this window and populate the 
Cost field 

 Scroll to the right for that expense line  
 Enter 8/27/08 in the Copy Through field 

 

 
 Click the   (Expense Changes) button when completed 

6 Click on  in the Document Toolbar to open up the Available Accounting Code 
page.  Make any necessary changes to the accounting code. 
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Step Action 

7 Click on  in the Document Toolbar to open up the Total Details page.   
 

Note: In the far left column at the bottom of the total page it shows the trip number.  
This will be important when you have more than one trip. 
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Part 2 
 
Use the ADD feature to create a second voucher.  This voucher (Trip 2) will be added to reflect 
the trip as it occurred.  In this case, the traveler elected to drive to Buckhannon, WV using their 
personal vehicle. 
 
You have just returned from a site visit for Buckhannon, WV (Upshur County).  You left your 
residence by driving your personal vehicle on 8/22/08 and you returned on 8/30/08. 
 
 
Actual Expenses 
8/22 – 300 miles POV from residence to site 
8/22 - $60 hotel 
8/22 - $18.54 hotel tax 
8/23 – $60 hotel 
8/23 – $18.54 hotel tax 
8/24 – $60 hotel 
8/24 – $18.54 hotel tax 
8/24 – 13 miles POV 
8/25 – $60 hotel  
8/25 – $18.54 hotel tax 
8/25 – 13 miles POV 
8/26 – $60 hotel  
8/26 – $18.54 hotel tax 
8/26 – 13 miles POV 
8/27 – $60 hotel  
8/27 – $18.54 hotel tax 
8/27 – 13 miles POV 
8/28 – $60 hotel  
8/28 – $18.54 hotel tax 
8/29 - $60 hotel 
8/29 - $18.54 hotel tax 
8/30 – 300 miles POV from site to residence 
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Step Action 

1 Click on  from the Document Toolbar to bring up the Document 
Information page. 
 

1a  Click on the Trip Information tab 
 

 
 Click on the  button 

 
      FY 2010              21 



Travel Manager 9.0                Training Extras   
 

 
      FY 2010              22 

Step Action 

1b A blank Document Information page / Trip Information tab appears 
 

 
Enter the following information: 
 

 Begin Travel = 8/23/08 
 Depart = RES 
 End Travel = 08/29/08 
 Return = RES 
 Itinerary Location = Buckhannon, WV 

 
 Check the Unlisted checkbox 
 Click  (Changes to Document Information) 

2 Click on  in the Document Toolbar to bring up the Edit/Enter Expenses page 

2a 
 
 
 
 
 
 

Enter the following information: 
 

Date Expense Description Cost 

8/23/08 1POC-Private Vhcle See 2b 

8/23/08 Lodging $60 
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Step Action 

2a Date Expense Description Cost 

8/23/08 Hotel Tax $18.54 

8/24/08 Lodging $60 

8/24/08 Hotel Tax $18.54 

8/24/08 1POC-Private Vhcle See 2c 

8/25/08 Lodging $60 

8/25/08 Hotel Tax $18.54 

8/25/08 1POC-Private Vhcle See 2c 

8/26/08 Lodging $60 

8/26/08 Hotel Tax $18.54 

8/26/08 1POC-Private Vhcle See 2c 

8/27/08 Lodging $60 

8/27/08 Hotel Tax $18.54 

8/27/08 1POC-Private Vhcle See 2c 

8/28/08 Lodging $60 

8/28/08 Hotel Tax $18.54 

8/29/08 Lodging $60 

8/29/08 Hotel Tax $18.54 

8/30/08 1POC-Private Vhcle See 2b 

Click the   (Expense Changes) button when completed 
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Step Action 

2b To have the system calculate the mileage, click on the Show Expense Details  icon.  
This will bring up a new window. 
 

 
 

 Enter 300 in the Quantity field 
 Click in another field or press TAB 

 
The Expense Cost field will automatically fill in with the calculated cost. 
 

 Click the  (Expense Detail Updates) button to close this window and populate the 
Cost field 

 Click the Copy  icon on that expense line  
 On the new line at the bottom change the date from 8/22/08 to 8/30/08 
 Click the   (Expense Changes) button when completed 
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Step Action 

2c To have the system calculate the mileage, click on the Show Expense Details  icon.  
This will bring up a new window. 
 

 
 Enter 13 in the Quantity field 
 Click in another field or press TAB 

 
The Expense Cost field will automatically fill in with the calculated cost. 
 

 Click the  (Expense Detail Updates) button to close this window and populate the 
Cost field 

 Scroll to the right for that expense line  
 Enter 8/27/08 in the Copy Through field 

 

 
 Click the   (Expense Changes) button when completed 
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Step Action 

3 Click on  in the Document Toolbar to open up the Total Details page.   
Scroll to the bottom of the page to view the Expense Category Details 
 
 

Note: There is a note found at the bottom - *denotes lowest cost trip for constructed 
voucher.  This shows which trip is most advantageous to the Government.  Had the 
personal vehicle been more, the traveler would have been responsible for any additional 
costs incurred. 
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Step Action 

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

5 Click on  in the Document Toolbar to open up the Status page.  The page 
will default with Signed in the Status to Apply field. 
 

 
 Enter your Signature PIN 
 Enter your Remarks 
 Click the  (and Submit Document) button 

6 The Signature page appears with a statement that should be read. 
 

 
 Click the  (Signature Text) 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 page. 
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Long Term TDY Travel Authorization 
Objectives: • Create TA for a long term TDY 

Notes: For Long Term TDY travel authorizations, it is a good idea to make sure you have all 
expenses and any other trips included in it.   

  

Instructions: Execute the following steps: 
 
You have been sent on a 3 month detail to Norfolk, VA.  You leave March 15th and will not 
return until June 15th.  Your POV costs will include a person taking you to the airport and 
picking you up.  Your authorization will need to include the following costs: 
 
Estimated Expenses 
$423.00 = Round-trip air fare  
$23.01 = Transaction Fee  
25 miles one way to airport using private vehicle (POV)  
$1700 for Rental Car 
$450 for Rental Car Gas 
$1350 for Parking 
$1800 for Hotel Tax 
 
 
 

Step Action 

1 From the Home screen: 
 

 Click  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. 
 

 
 

 Click on the Document Type drop-down listing and select TA  
 Click the  (this Document) button 

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 (See below) 
 Document Description = 90 day TDY Detail to Norfolk, VA 
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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 = 03/15/## 
 Depart = RES 
 End Travel = 06/15/## 
 Return = RES 

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. Norfolk, VA) 
 Click the  (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  in the Document Toolbar to bring up the Edit/Enter Expenses 
screen. 
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Step Action 

5 Enter the following information on the Edit/Enter Expenses screen: 
 
Airline Flight    $423.00 (Class = Y) 
TMC Transaction Fee  $23.01 
Rental Car   $1500.00 
Gas-Rental/Govt Car  $450.00 
Parking Fees   $1350.00 
Hotel Tax   $1800.00 
1POC-Private Vhcle  25x4 = total mileage  
 

 Click the   (Expense Changes) button when completed 

6 Click on  in 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 

7  Check the totals 
 Preview the document 
 Do Pre-Audit Results 
 Stamp the document SIGNED 

 
The Pre-Audit Results for Document # screen appears. 
 

 Verify the document status is PASS 
 Click the  (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”.   

 
 
 
  




