Travel Manager 9.0 Training Extras

Constructed Travel Voucher

Objectives:

Notes:

Instructions:

e Create a constructed travel voucher

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/Sl.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.

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 Create New Decument 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 Create | (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
Search Resulls I Chizk on an enlry o caleet £
esLlts Prev 20 Hewt 20
E_E!I:E_IJ-_
Garmantown Srenda
» Click the VNum
2¢ | 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 Create | (this Document) button
FY 2010 11
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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)
New Document
Quick Tip For this Document you can:
Te select o fraveler, click on the EID or Traveler Name lookup button. more —r Ilh':: —
viumi@ 350000010 | #4
Traveler Name ) Add Traveder |10 Travel Manager
uter etz snd ik ooier) | Germantown, Brenda | 4
Document TypeiD| TV From TA v
Document Search (TV From TA)
Document List Chick on an entry 1o s=lect &
Traveler: Brenda Germantown
[ mee | Oocumemtame | Depoae | saus | _muse |
EI TA BAALSMI2 082308 COMPLETED
BB BAALCSHOM Lifrelin] COMPLETED
EI Th BAmBSH0D 0B 08 COMPLETED
> 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.

Document Information

Quick Tip For this Document you can:

Erler or 2dit the general document information, If the is a Irip based document, click the Trip Infenmation tak fo edibtiview Create | Document
the trip information. Authorizations Vewchers LocalVpuchars
Gancel |

Traveler Hame:  Brenda Germantown

Document Type D TV
Document Hame 0 W‘
report Date @ (072072008 | =

Ta% D aaCs0002

Sponsored Travel
Currency | 1.5 Dalar v|
ietimiiolll |

Tyne Code @ | 1-SINGLEDOMESTIC |
Purpose Code @ | 1.5TE VISIT v-.

Document Description @ fize visis to Buckhamnmen, WV

Document Default Accounting Code |Generzl Travel FYIE H
Defaull Accounting Code Org |H-06-03

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

3b Document Information
Quick Tip

Faor this Document you can:

Emler or edit the general document information, If this is a frip based document, click the Trip Information tab fo edibtview Creale | Decument
thee trip information. Authorizatons Yegchers Localy'ouchers
_Cancsl |

Troveler Hame:  Brenda Germantown

_ Document information !  Trip Infarmation

Trip o 1
Begin Travel @ 05232008 | = Depart |RES. , | Depart setection RES., v
End Teavel D ’m‘ = Return |RES:, | meturn setection [RES:. ™|
Trip Duration |Muigledes |
Comments
|_Preset |
ltinerary Locations
Replace ALL lodging and M&IE information Create additional rows
[ AmvaiDais | Departoai | nerey Lot [oniie]
[z B [eesm  [BE [kansasciTrMo |searchd O
= = |searchdh O
| m seserdd O]
=] =] |searchdh O

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

4a | The Document Information page still shows.

> Click the Document Information tab

Document Type @ T
Document Hame @ 522050002

Report Date B (07232008 | (=

Tas D gaacsnone
Sponasned Travel

Currency | U5 Doler |
Type Code © 1. SINGLE-DOMESTIC v
Purpose Code D m—v
Docurnent Description @ | 2.5INGLE-FOREIGH ila:.:nn_ W
|

E-SINGLE-DLONUS
CONSTRUCTED

Document Default Accounting Code | RECLAIM A

Default Accounting Cade Org |H-D6-08

» Click the drop down list for the Type Code field and select CONSTRUCTED

> Click [Save] (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.
Document Information for BAACS0002
Quick Tip Far this Document you can:
ﬁgz;em;:ﬁ::;;xfrnlnhmnn If this is a frip based document, chick the Trip kformation fab to Changes bo Document nformation
Cancel I
Back |  Continue I
Traveler Hame:  Bronda Germantown
j Trip Information
Triple [1 vy Add Trp
Begin Travel O (1223200 | [ Depart |RES:, | Depart selection RES:,
end Travel @ 0o 292000 | [ Return |RES:, | Return Selection | RES:,
Trip Duration [Mubpledays %)
Comments
Preset
Itinerary Locations
[Jreplace ALL lodging and MEIE information Create addrtional rows
ckte]  Amvallate | DepartreDote | ey loestion  Junisted|
K (mmez [E [wmoe [E [BUcksannon, wy searcndd e
== == Searchith O
ﬁ |: E | Szar\chﬂ D
= | El | |saarchifh O
= | E | searchdh O
5

Click on ExeEn=es in the Document Toolbar to bring up the Edit/Enter Expenses page

Edit/Enter Expenses for Travel Voucher: 8AACS0002

Quick Tip For this Page you can:
Enter or edit expenses, Each ling below displays a different sxpense, To edit expense dedails nat displayed below, L
click the Detalis kcon pec bo the expense descrintion. To delste an expenas, use the check box. Enter al and Display Exprass Expensa Screen
changss and chick Save mors

— | Sava I Expense Changes

Search Criteria Raset IMLudm'-u
Expense Category | (M Expenses) v |search I ﬁ Changes
Start Date = _Back | Continue
EndDate [ |l

Current Allocation Method: By Individual Expenzes Currency: U.§ Dollar

I['IEEI—

O &y [0&rz3z008 [T Arine Pt [=][com.cammiER v| Rys50.00 [E [azEncr car
O 8| B [z [ Hee Tae E[w0osnG TAx ~ R0 [ zovec
B B [aae E=: = R0 [ [Govee
B3R = o e Bl 2 i omien
O By B [oezazoee [F1F0Crivate vhcke [=][miLEasE [+ Ri7asz [E [oTHER
O By B [eezzns [ Rl Cor [E][RENTALCAR ] Riz50.00 [ [ovee
O By B [oezzzoes [F]TMC Transacton Fees [=][ TRANSACTION FEES v |[Rzz25 [E [azEncy car
O By B [ezz000 [75Gas-Rertal Govt Car [=][ Trarsper ~ Bi7o00 [ [oTHER
e [06rz4z008 [ERE] Lo = R0 [ [Govee
T - I Bl 2 i omien

|
|
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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 5¢
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 B icon.
This will bring up a new window.

Expense Details for MILEAGE 08/23/2008
For this page you can:

Quick Tip

View of edit all details for this expense. Chick the tab lo ses the respective expensse detais. To save Use | Expensa Detail Updates

changes to expense detads, chick the Use Expense Detail Updates bufion and on the main expense

SEFSEN, SAVE EXpENDED. Close | withawt Saving Expense Dedaile

General Details m
Expense Dated|08232008 |6 Payment Methaod @ OTHER v
Expense Costid 7452 E uzo Reimbursable Taxable
Guantity | 124 | Rate | 405 % Vendor F1Y
Expense Categoryil | Accounting Code H-0&-08/Ganaral Travel FY0E »
Expense Descriptioni Zl
I
Comments

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

» Click the Copy €21 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 [save| (Expense Changes) button when completed
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Step Action

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

Expense Details for COM. CARRIER 08/23/2008

Quick Tip For this page you can:

Wigw of edi all details Tor thig expanse. Chck the tab to =es the respective axpense detajs. To gave Use Expense Detail Updates

changes to expense detads, cick the Use Expense Detail Updates bution and on the main expense

BCTEEN, SEVE SEXDENSES. Clese | wilhowt Saving Expense Details

Ticketed Transportation Details

General Detals

Expense Dnte@|0823/2008  |[ Payment MethodiD| AGENCY CARD w |
Bxpense Cost®(55000 |@ uso [ Reimbursable  Taxabie
Quantity |0 | Rate |0 i Vendor | #
Expense Category @ | Accounting Code | H-06-09/Ganeral Travel FYDE »
Expense [icsl:.ria;!tionﬂl Z|
Comments

» Click on the Ticketed Transportation Details tab

Ticketed Transportation Details

Ticket Noi|Ses Aeched Tickst 1 | DepartFrom | &4
Dep Date 08232008 |[Z Arrive At | &4
lssueate | |
Ticket Date | [B/21/2008 El Confirmation No |
Class M
TicketValue [55000 carrier ||
ContrsctFare [000 | Contract Carrier | |

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 Yse| (Expense Detail Updates)
Click the [save| (Expense Changes) button when completed

VV VVYVY
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Step Action
5d | To have the system calculate the mileage, click on the Show Expense Details B icon.
This will bring up a new window.
Expense Details for MILEAGE 08/23 /2008
Quick Tip . . . . For this page you can:
e » epante litn it Das Extesse Deat updei bols e e e i Cmens. | [
SETEEN, SAVE EXPEASES. Clese | withoul Saving Expense Details
General Details m
Expense Datedy| 08/24 2008 |E| Payment Method i OTHER |
Expense Costidd| 527 El uzo Reimbursable Taxable
Quantity | 13 | Rate D405 i Vendor 1Y
Expense Category il | Accounting Code H-06-09Ganaral Travel FYDE
Expense DescriptioniD Zl
i
Comments
v
» 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 us= (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
=] MILEAGE v |8 5.27 |oTHER T [E=[ 10609/ General Travel FYOE |+
» Click the |save| (Expense Changes) button when completed
6 | Click on Aecounting 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 Tetal= in the Document Toolbar to open up the Total Details page.

Tovtal Betails for TRACSOHOGR
| o | Foa i D s ca: |
erosiay P Catpa e DoV By ol Abrerees | s

Crarges Cant Bprasgemar

T LT

Toesl Thprge Dami |perney
LT (1.

T s ATW detegecy Tame

Tkl lmmtet 5 Ebres Gl

Eabipen Prrme by e

hparegr Cngae T oo daeras o pa e

e T
Byt ey
L ]

Topeae Baesie e et
S ey Ty depgpiey

e I T )

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

Click on Decument Infoermatien from the Document Toolbar to bring up the Document

Information page.

Document Information for BAACS0002

Quick Tip For this Document you can:

Ender or edil the g=naral document information. If this i a frip based document, click the Trip Information fab to
editiview the trip information. Auihorizatipns Vouchers LocalVoucharg

Save | Changes to Document Information

_Cancel |

H. Continue |

Traveler Hame: Brenda Germantown

P et [

Document Type @ TV
Decument Hame D 822050002

Report Date © 17222002 | =)
Tax D Baacsoon

Sponacred Travel

Currency | U5 Dallar
Type Code @ | CONSTRUCTED -

Purpoze Code D 1.5TEVISIT bt

Docurnent Description '° Site wvimit to Buckhannon, WV

Bocument Default Accounting Code |Genersl Travel FYDE ﬂ
Defauli Accounting Code Org (H-06-015

la

» Click on the Trip Information tab

Traveler Hame:  Brenda Germantiown

Trip Information

Tripho [1 «|E8 Add Trip
Begin Travel D [p/2z2mz | = Depart |RES: | Dapart selection RES:,
ena Travel @ [pa252008 | @ Return [RES:, | Aeturn Setection [RES:

Trip Duration | Mukiole days !

Commenis

_ Preset |

Itinerary Locations

[Jreptace ALL lodging and MBIE information Create additional rows

Delete]  AmwalDste | DeporwreDate | ftincorylocaon  Junisted]
# wan FE oo B [uckdsnnon, wy snarchd
= | = | scsrendh

EEl | | searchidh
=l | = | |searcndh
= E | searcndd

Oo0oo0O®

» Clickonthe addTie |putton

FY 2010
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Step Action

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

Document Information for SBAACS0002

auick Tip For this Document you can:
izEzr::‘da:rrng:::;L:::ent nﬂ_nrn'a'lnn If this i a irip based document, chick the Trip lnformation 1ab ta Changes o Document informatian
_Cancsl |
Back | | Continue |
Traveler Hame: Brenda Germantown
Tripho [2 v {23 Add Tep
Begin Travel D | | Depart | Depart selection |
End Travel 9 | | EEl Return | Return Selection |
Trip Duration :M.IED:C days v
Comments -
ltinerary Locations
[ repiace ALL lodging and MEIE information Create additional rows.
Dcktc]  AvwalDate | DeporwrcCote [ ey loeation  Junisted |
EZ = searcndd O
=H =l sewrcndd )
=l 1 searchdd [
i) = searcndd [
= El | searchdd O

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 sav=] (Changes to Document Information)

YV YVYVVVYVY

2 | Click on Expenzes jn 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 2¢
8/25/08 Lodging $60
8/25/08 Hotel Tax $18.54
8/25/08 1POC-Private Vhcle See 2¢
8/26/08 Lodging $60
8/26/08 Hotel Tax $18.54
8/26/08 1POC-Private Vhcle See 2¢
8/27/08 Lodging $60
8/27/08 Hotel Tax $18.54
8/27/08 1POC-Private Vhcle See 2¢
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 [save| (Expense Changes) button when completed

FY 2010
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Step

Action

2b

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

Expense Details for MILEAGE 08/22/2008

Quick Tip For this page you can:

Wiew of edl all details Tor this expense. Clek the Lab 1o se2 the respective expense delais. To save Use | Expense Detail Updates

changes to expense defais, chick the Use Expense Detai Updates bution and on the main expense

SCTEER, SAvE SXpEnsSs. Close | without Saving Expense Details

General Details m
Expense Doted| 00222008 |3 Payment Methodi| OTHER w
Expense CostiD 1@ uzp Reimbursable || Taxable
Quantity | Rate |0.405 i Vendaor Y
Expense Categoryf | Accounting Code | H-06-00/Ganaral Travel FY0R »
Expense Description @ Z|
I
Comments

» 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 us« (Expense Detail Updates) button to close this window and populate the
Cost field

» Click the Copy EE 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 [save| (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 B icon.
This will bring up a new window.

Expense Details for MILEAGE 08/23 /2008

Quick Tip For this page you can:

Wiew of edit all details for this expense. Click the L3k to ses the respeciive expense delais. To save Use | Expense Detail Updates

changes to expense defads, chck the Use Expense Detai Updates bufion and on the main expense

SETEEN, SAVE EXPEASES. Clese | withoul Saving Expense Details

General Detals page Detaila
Expense Dnted|00242008 | Payment Method @ OTHER v
Expense Costidd| 527 . El uzo Reimbursable Taxable
Quantity | 13 | Rate (1405 i Vendor ah
Expense Category il | Accounting Code H-06-09Ganaral Travel FYDE
Expense DescriptioniD Zl
Comments |

» 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 us= (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

=] MILEAGE v |8 5.27 |oTHER T [E=[ 10609/ General Travel FYOE |+

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

Action

3

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

Total Amount Reimbursed: 1,166.44

(Tetalz are bazed on trip 2)

Expense Category Details

o JErponse Catogoy —— [Paymenttietos JOrgenzaon [Accountip Codelabel Jmunt |
1 COM. CARRER AGENCY CARD H-0E-05 Genernl Travel Fy0B 535.55
1 LODGHG TAX GOVDC H-0E-08 General Travel P08 111.24
1 Lodging-FerDism GOWCC H=0E-08 General Travel Fr0g 360.00
1 MEIE-PerDiem OTHER H-06-09 Ganaral Travel FY08 20.50
1 MILEAGE QOTHER H-08-0% General Travel FYOE 9560
1 RENTAL CAR GOVEC H-0E-02 General Travel FYOR 21884
1 TRANSACTION FEES AGENCY CARD H-08-08 Ganeral Travel FY0E 2235
1 Tranaport OTHER H-06-05 Ganaral Travel FY08 4512
& LODGRG TAX GOVCC H-08-0% Genernl Travel PR 14832
2* Lodging-PerDi=m GOVDC H-0&-08 Gensral Travel FY0R 480,00
a0 MEE-PerDim OTHER H-0E-08 General Travel FY0E 283.50
20 MILEAGE QOTHER H-06-05 Ganeral Travel FY08 27462

" genotes west coat trip for constructed voucher

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

EII
]
]
=
(=]
(=]
L X]

072608 TV TV:
PRGE 1 ** Read Privacy Act On Laat Page ** Travel Aun BAACE0002

1} HEME: dermantown, Brenda . Vham = k- 010

ABDDE: 123 Main Street PHOHE:: I0l1-123-1212
MAIL D
Germantown, HMD 20876 QORG: H-06-09
TITLE:
DUTY: Faithershburg TZ1 & SEC CLE:
RES: CRRD: CRRD HOLDER
HOTRS g

2} FROM T TEAVEL TA DATE TRIF FURPCEE TEIF TYFPE

o&/zz/08 03/30/08 BRACEOOOZ

o7/26/08 1-8ITE VISIT CONSTRUCTED

Ganaral Travel FYDS 1,165,444
2000=14-EFRINCEFID - DE020300 = D00 S0 0D0=s = =

GIHCH-RETMBURSAELE BEPEMEES ------cmmmmmmm e oo

TOTAL AMOUNT CLAIMED «cccscccccccscascasannanas L 165 .44 |
RDVAMCE CUTSTANDING --- Q.00 |
ADVAMCE APPLIED -<ccc-s a.oo0 0.00 |

HET T2 TRAVELER [GOVT} w-eeceeccmccecceemee e L,1656.44 |
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Step Action
5 | Click on Becument Status jn the Document Toolbar to open up the Status page. The page
will default with Signed in the Status to Apply field.
Status for BAACS0002
Quick Tip For this Document you can:
The Signature PH s cass sensiive! more Stamp Iund R ——
Back | Conlinue |
Status to Apply [SIGNED ||
Signature pm|
Reagon |—V
Remarks |
Docume nt Rt‘ﬂﬂ‘il‘lq_] Thiz b2 the routing path the curment document wil taks Quted
e s Jlew ]
Garmantewn, Brenda SIGNED ]
e Jaw  Jewn  emwoe ]
OTr2eI0E 2:18PU CREATED Brenda Germanbawn
» Enter your Signature PIN
» Enter your Remarks
» Click the _#ame_(and Submit Document) button
6 | The Signature page appears with a statement that should be read.

Signature for BAACS0002
Guick Tip For this Document you can:
It wou agree with the slatement, click Accept. mpre m Signature Text

Cancel IS-‘lurrph;r

| eetify thal thig vauehar is true and cofrect bo the best of my knowledge and beiel, and thal payment or credl haz nol been receied by me. | hereby azzign 1o the United
States any right | may have against ary parties n connestion, with rembursable transperintion charges described above, purchased under cash payment procedures (41
CFR Part 301-10}. | verify thal | have al receipts necesaary 1o suppert the claims in this voucher. Any exceplions are noted in the comments section.

> 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 page.
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Long Term TDY Travel Authorization
Objectives: e 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 15" and will not
return until June 15™. 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 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 aebsct a travalksr, cick on the Vium or Travelar Rame kokup bution. more

n Create Imia Document
VHumif 000400010 Frs
Traveler Name - ) Add Traveler | o Travel Manager
e e e sed <tk woiord i Boulder, Kyle i
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 ad the genaral document information. |F 1his i 2 Irip based document, click the Trio Infermation tab fo addiview Create | Document
the trip Information. Authorizetiens Weuchers Localiouchers

_Cancal |

Traveler Name:  Kyle Boulder

Document Information

Document Type D TA
Document Hame D

- L=
report Date ® 10012003 | =)
Tar®

Sponsored Travel
Currency | L5 Daler v:
Type Code | v
Purpose Code D w
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 = 9-OTHER (See below)

Document Description = 90 day TDY Detail to Norfolk, VA

YVYVYYVYV

FY 2010 30




Travel Manager 9.0 Training Extras

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.
Document Information
Quick Tip o o _
frr::t:;rnc‘:lma:ng:-n:rfldnfumn!n.umulmr. If this i5 a Irip based dacument, click the Trip Informabion tab fo sdbiview .Dncumerﬂ
Cancal
Traveler lame:  Hyle Boulder
Trip Information
Begin ':::::; 1 = Depart Depart Selection w
End Travel D |.=°, Retfurn Return Selection -
Trip Duration | Mulliple days M
Comments P
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 Ccreate | (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 ExpEn=es i 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 [save| (Expense Changes) button when completed
6 | Click on Aezeunting 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

VVVY | VYV

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”.
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