Integrated Enterprise

e

Management Program

Title: eTS - Approve a Travel Voucher (End User

Procedure)

IEM System : FedTraveler.com

Process Area:

FedTraveler.com

Ea
T

rﬂ\.l'

FedTraveler.com E-Gov Travel

Service (ETS) is a comprehensive,

end-to-end service to plan, book,

tcom An EDS Solution _

FedTraveler.com Legin

Member ID | | Login Help

FedTraveler.com Status

FedTraveler.com is available for
e Travel Planning and Expense
Reporting.

Online Booking Engine is currenthy
H experiencing technical issues with
Amtrak bookings.

e FedTraveler.com Support
Center

e FedTraveler.com Tutorial

track, approve, and request
reimbursement for travel senvices PIN | | Ecroot*our PINT
forthe Federal employee.
oo
Latest ows Travel Planning Holp 8 Support

« Chanage to Mileage Rate for ¢ Domestic Per Diem Rates e Airline Links

Travel via Privately Owned s Airfare: City Pairs s Flight Tracker

Yehicle « Privately Owned Vehicle « Security Checkpoint Wait
« Known System Issues and (POV) Mileage Rates Times

Workarounds s Lodging: FedRooms & Currency Converter
& Airline E-ticket Email Attack & Federal Travel Regulation s Time Zone Converter
» G3A Baggage Allowance FTR o Airport Delays

Fact Sheet e Joint Federal Travel o \Weather and Maps
s Emergency and MNon- Regulation (JFTR) & Depanment of State Travel

Emergency After Hours
Senvices Defined

More...

Privacy Act

Travel Card: SmartPay Advisories

Powered by Zegafo Solutions

1. Loginto FedTraveler.com using your valid Member ID and PIN.
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FedTraveler.com E-Gov Travel FedTraveler.com Login FedTraveler.com Status

Service (ETS) is a comprehensive, FedTraveler.com iz available for

end-to-end semvice to plan, book, Member ID |tU59r105@”35351 | Login Help o Travel Planning and Expense
Reporting.

track, approve, and request

reimbursement for travel services

for the Federal employee.

PIN |o.ooo.oooo | Forgot Your PINZ

Online Booking Engine iz available.

Latest News Policies & Programs Travel Planning Help & Support

* Known Systern Issues and e« Domestic Per Diermn Rates s Airline Links FedTraveler.com Support
Workarounds & Airfare: City Pairs & Flight Tracker Center

@ 2. Screen will refresh to Organizer page

Organizer
EodTvevalor.com

TEEE WE Y WA

Organizer | UserProfile | Policies & Planning  Print | Help  Tutorial | SupportCenter | Logout moving people ot paper ™
— Organizer
Welcome PAM Warch 13, 2008
Reports
My A | Deskt
Schedulss J fpprova mesxiop
[MCER=S - *ou have 1 document(s) for approval. Goto My Approval Deskiop
Perdiem Rates [Aiccess the Listing of Travel Documents For Approval]
o

My Travel Desktop
' You have 1 docurnent(s). G0 to My Travel Desktop
‘ou have 0 returned document(s) Use this link to requeat, access, and modify
‘ zwel plan authorizstions and expanse vouchers,

My Travel Profile

f ] o Access fUpdate User Prafile
a + Access fUpdate Travel Preferences

Help and Support

Page Help
On this page

3

Travelers can access User
Frofiies, Travel Preferences,
Schedules, and tineraries
and see how many active
travel documents you bave.
Click the appropriste
hyperink ta oo to the by
Travel Desklop page whers
you can visw alist of these
doctmerts and bean 1o

v

Prirtable Job iz

FedTraveler.com Support Center

RefresherWeh-Based Training (WBT) Course for Anpravers
Refresher Wish-Based Training (WET) Course for Travelers
Latest Traveler hews & Svstern Enhancement Anhouncerments
FedTraveler com Release Motice and Schedule

[—
7

FAQs and Support

“"How Ta"
|

3. On the Organizer page, click the S0 to Iy Approval Desktop |ink in the My Approval Desktop
box.
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My Approval Desktop

FedTraveler.com
Organizer  User Profile  Policies & Planning  Print  Help  Tutorial ~ Support Center  Logout
r____________________|

My Approval Desktop

Select a Document from the list, then choose an Action below:
Return to Crganizer

- J My Approvals My Past Approvals My Travel My Archive

Page Help

Document Number

Tt || O MierCoROST2 IR avone MSMENRES uneuiie A camizos
MASATEGGCADHRKETZ Expense Awaiting Appraval
© 0000412 Fepart TRAVELERE Approval Level 1 TAMPA, FL 04/01/2007

o Select the radio
btton next tathe
Travel Documert to
approve and then
click the Open
DicLment to Approve
utton.

Cnthe Approval
Fatje, revisw the e

Frintable Job Aids
FAQs and Support

"How To"

Tatal Dacuments: 2

Choose an Action:

Open Document to Approve

4. Click the radio button to the left of the Expense Report you want to review and approve.

Open Document to Approve

5. Click I

6. Review the Expense Report details, which will vary depending on the type of travel.

@ After reviewing the Expense Report details, you may do one or more of the following:

File name: ~ETS_EUP_ APPROVE Version: Draft B End User Procedure

A TRAVEL Last Modified: 3/11/2009 4:04:00 PM Page 5/26
VOUCHER_DRAFTB.DOC
Reference Number:



Title: eTS - Approve a Travel Voucher (End User
Procedure)
IEM System : FedTraveler.com
Process Area:

Integrated Enterprise

Management Program

Approval

EadTraveler.com

EE W W e

Organizer  User Profile  Policies & Planning ~ Print | Help | Tutorial  Support Center
A

Approval

_— Approval Level #1 You sre the fund certifier. (76_G5CAN_EMPLOYEE) J
Wigw Prirtout Traveler's Name EDWARD TRAWELER
| Destination TAMPA, FL
Durstion 04/01/2007 - 04/03/2007

Purpose ATTEMDING A CONFERENCE AS AN AUDIENCE MEMEER
FOR THE BENEFIT OF NASA

Dacumert History
- | Financial Details

Eciit Financial Details Estimated Cost $422 67

Document Messages . Accounting String E:f:;:& Allocation

b 76_016266.07 01.06_ESAXZ2007D

G

Wigw Justification

Document Summmary

Return to Desitop AN A CDDLON Lodging $000 428400
ENTER FIN 76_0152665.07.01 08_ESANZ20070
ATBAACOD A2121%FCO00000 Meals €@ OEBED
76_015265.07.01.05_ESAN220070
ATBAACON ~21214FCO00000 Rental Car €2 €aEm
76_015266.07.01 05_ESAXZZ0070
Page Help ATBAACDO #2121+FCO00000 Transaction Fee $0.00 $1064
Use this page to view and 76_015266.07.01 05_ESAXZZ0070 A .00 200
manage Travel Documerts PERHETD SO
avaiting spprovel. Actusl Cost $403.00
Less Centrally Billed $2.00
1. Mote any alerts that
Less Transaction Cost $1064

appear in the

Documert Details box

2. Review the Travel
Documert details,
which vary
depending on the
type of Travel

Prirtable Joh Aids Traveler's Comments

Armourt Dus Trawvelsr $401.00

FAGs and Sugport
Appravar's Comments

"Hiowy T

7. To Approve the Expense Report, complete/review the following fields:

Field Name R/O/C Description

Approver's Comments R Enter comments if applicable.

ENTER PIN < R |Enter FedTraveler.com PIN

. I Approve Document . L
8. Click menu option to add an electronic signature to the Travel

document and send it to the next Approver in the Approval Chain.

Microsoft Internet Explorer

Microsoft Internet Explorer [’5—<|

:%) Yol are about ko Approsve this document, Press OF ko conkinue,

Ik ] [ Cancel
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9. Click to Approve the document. You will be returned to the My Approval
Desktop.

Approval
EodTvavalar.com
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Organizer | User Profile | Policies & Planning  Print | Help  Tutorial | Support Center | Logout

Approval

Approval Level #1 You are the fund certifier. (76_GGCAD_EMPLOYEE) J

Wiew Printoupetum document ko traveler,  Fler's Name EOWARD TRAYELER
Help Keyword: Approval actions | pecyination TAMPA, FL
wiew Justification '
Duration 04/01/2007 - 04/03/2007

Document Summary Purpose ATTENDING A CONFERENCE AS AN AUDIENCE MEMBER
FOR THE BENEFIT OF NASA

Financial Details

Edit Financial Details Estimated Cost $423 B7

Document Messages . Accounting String E;lp:;‘:; Allocation

B 76_015265.07.01.06_ESAXZ20070
ATBAACOD #2121 *FEO00000 Ladging Gy SR

G

Document History

Reeturn to Desktop

ENTER Pl 75_015265.07.01.05_ESAX22007D

ATBAACOD 42121 FCO00000 Meal= COD|  GEED

76_016265.07.01 08_ESAX220070

"TEAACOD "2121"FCOD000D Rents| Car oD g2
76_015265.07.01.06_ESAK220070 :
o e e Transaction Fee  $0.00 H10.64
Use this page to visw and 76_016266.07.01.08_ESAXZ20070 Troneportst 000 200
» 221210 partation
manage Travel Documerts TEAACOD #2121 AFCO00000
awvaiting spproval Actual Cost $403.00
Le=s Centrally Billed $2.00

1. Note any alerts that
appear in the Less Transaction Cost $1064

Document Details box

Review the Travel

Documert details, Amourt Due Traveler $401.00
“which wary

depending on the

type of Travel

Printable Jok Aids Traveler's Commerts.

Ha Comment
FAG@s and Support
Approver's Comments

"Hiwe To"
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