
Quick Guide Instructions 

For Processing FM018 – Close or Reopen for Travel Documents 
interfaced from Travel Manager 9.0 

 
When processing a FM018 – Close/Reopen for a Travel Manager interfaced document, 
the second level of approval must be re-assigned using the WF605 – Re-assign 
Approvers by Employee Screen. 
 
Perform the following steps to re-assign an approver on the WF605: 
 

1. Query on the obligation number and the Document: Type field should contain 
TDYTRV or TDYGTA and the Approval: field should contain T MANAGER 
to verify that the obligation was posted through the Travel Interface 

 
FM040 Purchase Order Transaction Screen: 

 
 
 
 
 
 
 
 



2. Process the Close/Reopen on the FM018 Screen.  The Document: < > field is 
blank until the second level approval is completed. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



3. WF605 – Re-Assign Approvers by Employee Screen.  Enter  the appropriate 
Bureau Code and 14980 for the Current Approver (T MANAGER).  The Source 
and Type for FM018 documents will display as POCHG/POCHG.  Select the 
FM018 Transaction number and enter ‘Y’ or F9 in the Re-Routing field and 
select an Alternate Approver from the Rerouting List of Values: 

 

 
 
 
 



    
 
 

4. After the document has been rerouted, the approver must go to the WF002 – 
Documents Requiring Approval Screen and approve/disapprove the document. 

 
 

WF002 – Documents Requiring Approval Screen 
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