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

Integrated Enterprise

erl com An EDS Solution

FedTraveler.com E-Gov Travel FedTraveler.com Login FedTraveler.com Status

Service (ETS) is a comprehensive, FedTraveler.com iz available for
end-to-end service to plan, book, Member ID [tuser106@nasas | Login tein @ Tiavel Planning and Expense

7 d t Reporting.

rack, approve, and reques PIN |""""" | Forgot Your PIN?

reimbursement for travel services o Online Booking Engine iz available.
forthe Federal employee.

Latest News Policies & Programs Travel Planning Help & Support

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

@2. Screen will refresh to Organizer page

File name: ~ETS_EUP_CREATE A Version: Draft B End User Procedure

BASIC TRAVEL Last Modified: 3/11/2009 1:05:00 PM Page 4/38
VOUCHER_DRAFTB.DOC
Reference Number:



Integrated Enterprise

em

Management Program

Title: eTS - Create a Basic Travel Voucher (End User
Procedure)
IEM System : FedTraveler.com
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Organizer

- eE EE WA Y WA

EodTravaler.com

Organizer | User Profile | Policies & Planning  Print  Help  Tutorial  Support Center  Logout meving people nol paper *"
A

Organizer

Welcome EDWARD

March 12, 2008
Schedules
My Travel Desktop
ttineraries
— ' *You have 20 document(s) G0 to My Travel Desktop
Perdizm Rates l “ou have 0 retumed document(s). Use this link to request, access, and modify
‘ zwel plan authorizstions and expense vouchers,
I

Page Help

Cn this page A My Travel Profile

?- * AccessiUpdate User Profile
ﬁ * Access ! Update Travel Preferences

Help and Support

[—
[:

Trawelers can access User
Frofiles, Travel Preferences,
Schedules, and tineraries
andd see how many active
travel documents you have
Click the appropriate
hyperlink to go to the My
Trawel Desklop page where
you can view alist of these
documents and begin to

FedTraveler.corm Support Center

RefresherWeb-Based Training (WBT) Course for Travelers
Latest Traveler Mews & Svstern Enhancement Announcerments
FedTraveler.com Release Motice and Schedule

v

Printable Job Aids

FAGs and Support

“How To"
I

3. On the Organizer Page, click the

Goto My Travel Desktop link under the My Travel Desktop
box.
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My Travel Desktop

LEodTvevalar com

]

Ragenizars) pinan frniiag RoicinndHianning 5 ity slistn g alinia el Ssppa Ik Caning
A—

mmeren MY Travel Desktop

N ) Select a Document from the list, then choose an Action below:
Local Expenze Heport

= = My Travel My Archive
Spenacred Trevel -
Document Number Doc Type Traveler Status
Alemnate Presarer
NASATEGGCAURKSTE Waiting A
e . TRAVEL AUTH JOHNSON J (A gy HUNTSVILLE AL 1210552007
NASATEGGLAURKSTE - Waiting T i
© NSATS TRAVELAUTH. JOHNSONS (YOG HUNTSVILLE. AL 1211572007
TBCCCATONS . .
@ T8 BIPENSE UoHNSDNJ Under Review HUNTSVILLE. AL D5/A572007
Uze thi i ~ AT T s
yremguam T | | O [ASATEGGCATRUSTE  uavE| AUTH. JOHNSON J Under Review HUNTSVILLE. AL 121082007
dacuments -
73 D TR R E S o0 Retumed  HUNTSVILLE AL 01282003 =
o Selsctan swieing . - ANENDED
At © NASATECGCANISTS  EXPENSE JOHNSON J Retumed  HUNTSVILLE AL 030772003 &=
the tebie ana then Uldba o-AE 0 REPORT
chonss an action by
=electng &n actin MASATECGUATNKSTS
S Ol et TRAVEL AUTH. JOHNSON J Incomplste  UNKNOWIN
tanie NASATEGGCAGIOKSTS- A
+ Mavigoieto the lst of ™ TIOY TONVFL ALITH IMHMS TN | Inr arenlotn HLIMTSW L FE A1 N2N17/2004
archives fems oy - Total Docu 37

Proteble Job Aide
Choase an Action:
FAQs and Support

| Open Dacument | [ Amend Document ] [ Duplicats Travel Auth. | | Create Nasted Trip
“Howe To" d

| Build Expense Report I l Document Cantrol Qptions J

4. Click the radio button next to the appropriate document. (Example: O EJSEB%TEEEGGCMWSTE

5. Click [ Document Lantral Optioris ] at the bottom of the page to review the existing
Expense Report.

6. The Document Control page will be displayed.
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Document Control

1 o R LY R A T s e

' EodTraveler.com

rganizer  User Profile  Policies & Planning  Print  Help  Tutorial  Support Center moving people riol

E— Document Control

VWiew Receipts

Document Number NASAG2ADO10XOX{ST50000012

Fax Receipts

P Print I | History

L Summary I Cancel
Page Help Message I
Travel Documents are ~

managed through the

Document Control page. The
Document Control page -
dizplays different buttons
based on the status ofa

Travel Document

Using the Document Control
page you can:

e Print a Travel e

Printable Job Aids

FAQs and Support

“How To"
4
7. Click SRy to review the Expese Report details.

The Document Summary will be displayed.
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Title: eTS - Create a Basic Travel Voucher (End User

Document Summary

— —
ceturm Doc. Number: NASAG6ZAD010X(ST50000012 et
e | Auth. Number: 400441538 —

Travel Authorization Daily Summary
Date M&IE Est./Max Lodging Est./Max Rental Car Mileage Tickets Excluded Day Rail Cost Rail #

Tuesday 11/17/2009  $42.00/$42.00  §209.00 / $209.00 $0.00 No Miles $0.00 NO $0.00 -
Wednesday 11/18/2009 $64.00/ $64.00  $205.00 / $209.00 $0.00 No Miles $0.00 HO $0.00 -, -
Thursday 11/19/2008  $48.00/548.00  $0.00/S0.00 $0.00 No Miles 50.00 HO $0.00 -

* Denotes a non-working day

Depart Arrive Segment Type Travel Mode Payment Method
HUNTSVILLE, AL USA 11/17/2009 WASHINGTON, DC USA 11/17/2009 Include Mezls & Lodging Contract Flight Gowt Centrally Billed
WASHINGTON, DC USA 11/18/2009 GREENBELT, MD USA 11/18/2009 Include Meals & Lodging Rental Car Govt Centrally Billed
GREENBELT, MD USA 11/18/2009 WASHINGTON, DC USA 11/18/2009 Include Meals & Lodging Rental Car Govt Centrally Billed
WASHINGTON, DC USA 11/19/2009 HUNTSVILLE, AL USA 11/19/2009 End Trip Rental Car Govt Centrally Billed

Financial Information

Accounting String Expense Category Allocation Date

Hotel Information
Name Address Phone Confirmation Nbr.
HO HOTEL INFORMATION

Car Rental Information
Name Address Phone Size Confirmation Nbr. Daily Rate
HO CAR RENTAL INFORMATION

Ticket Information
Carrier Flight Number Seat Travel Mode Payment Method Ticket Number
NO TICKET INFORMATION

Justification
Name Nescrintion

Ret
8. Click o

The Document Control page will be displayed.

62_136905 08.04.01.08.01_ESAX22008D*62AD0142111~FCO00000 Lodging $209.00
£2_126905.08.04.04.08.01_ESAX22008D*62AD0142111 AFC000000 Meals. §20.00 11/17/2008 MILEAGE
62_126905.08.04.01.08.01_ESAX22008D*62A001+2111~FC000000 Other $31.35
62_126905.08.04.01.08.01_ESAX220080*62A001~2111~FC000000 Transaction Fee $10.32 i MILEAGE
£2_401769.06.02.03.02.07_EXCX22008D*62A00142111~FC000000 Lodging $209.00
£2_401769.06.03.03.02.07_EXCX22008D*62AD0142111~FC000000 Meals $80.00 11/19/2009 PARKING
62_401769.06.03.03.02.07_EXCX22008D*62AD0142111~FC000000 Other $31.35 11/19/2009 HOTEL TAXES
£2_401769.06.02.02.02.07_EXCX22008D4E2AD04142141AFC000000 Transaction Fee §10.35 - ]

Estimated Cost 5661.37

Requested Advance 50.00
Total Advance 50.00

Travel Authorization Other Expenses

Description

Amount

Amount: 585
Rate: §0.585
Wiles: 10
Amount: 585
Rate: §0.585
Wiles: 10
§21.00
530.00
520.67

once the review of the Expense Report is complete.
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1 o R LY R A T s e

' EodTraveler.com

rganizer User Profile Policies & Planning Print Help Tutorial Support Center mow‘ng 1)90,01'3 ric

E— Document Control

Document Number NASAG2ADO10XOX{ST50000012

Fax Receipts

P Print I | History

L Summary I Cancel
Page Help Message I
Travel Documents are ~

managed through the

Document Control page. The
Document Control page -
dizplays different buttons
based on the status ofa

Travel Document

Using the Document Control
page you can:

e Print a Travel e

Printable Job Aids

FAQs and Support

"How To"
4
. I Return Ta Desktop I .
9. Click on the left hand side of the page.

My Travel Desktop page will be displayed.
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Process Area:

My Travel Desktop

LoTraveler.com

CE S

Organizer  UsarProfila  Policies & Planning ~ Print  Help
A

New Tray zalien

Local Expenge Report
Sponacred Trevel

Ahernate Preparcr

Return to Orgonizer
I

Uz this page to manags
vour exiztng travel
dacuments

* Selact an sxein
trawal document Tram
ths tekie ana then
chooss an acton by
zelsctng an action
tution bereaih the
tanie.

Movigaie to the =t of
archive fems oy

w

My Travel Desktop

Select a Document from the list. then choose an Action balow:

O

&}

8]
€
8

O

O

ol

Document Number
MNABATEGGLATRNSTE
00oo7at
MNASATEGGCALRNETS
0000795
MASATEGGCANOXSTE
(0000564
MASATEGGCANDXSTS
0000792
NASATEGGCATKSTE
0000632

NASATEGGCANNKSTE
0000845-AE01

MASATEEGLALRRSTS
000000z
MASATEGGCALASTS-
| T

Total Decu 37

Printabie Job Aids

FAGs ond Support

“Havee To™

Choase an Action:

TRAVEL AUTH
TRAVEL AUTH
EXPENSE
REPCRT

TRAVEL AUTH.

EXPENSE
REPORT
AMENDED
EXFENSE
REFORT

TRAVEL AUTH.

TOAVEL_ALITH

Tutorial | Suppart Center

Traveler

JOHMSON J
JOHNSON J
JOHNSON J
JOHNSON J
JOHNEON J

JOHMSON J

JOHMSON J

ICHR SO |

mving people nof paper "

My Travel

Status
A gy HUNTSVILLE, AL
(o ing) HUNTSVLLE, AL
Linder Review HUNTSVILLE, AL
Under Review HUNTSVILLE. AL

Retumed HUNTSWVILLE. AL
Retumed HUNTSVILLE, AL
Incomplete  UNKNOWN

HLINTSVILLE_Al

Incarninta

Final Destination

Iy Archive

Begin Date| Msg

12052007
1211572007
05/15/2007
1Z0E/2007
/2872003

03072003

N1 12004

=

=

v

Open Dacument

| [ Amend Document

] [ Duplicate Travel Al | |

Create Nasted Trip

10.

| Build Expenze Repoit I [ Document Cantrol Options J

11.  Click the Open Document button.

Click the radio button next to the document to review the Expense Report.
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IEM System : FedTraveler.com

Expense Report

| e P

| Complete Report |

Comments

Receipts

Justifications

Return To Deskiop

—

U=e thiz page to access/modify
your expense report.

# Modify temized
expenses fromthe
Summary of Expenses
box by selecting the EDIT
link next to the expense
type you want to modify.

Printable Job Aids

FAGSs and Support

"How To"

12. Click I

Policies & Planning Print Help Tutorial Support Center

Expense Report Tip Begin Date.

rip

nd Date:

Auth. Number: 400441838

Doc. Number: NASAG2ZADO10XXXSTE0000012

Summary of Expenses Itemized Expenses

Total LODGING $418.00 EDIT  MEALS

Total MEALS $142.00 EDIT  LODGING

Total OTHER §81.60 EDIT MILEAGE
Total RENTAL CAR ~ $0.00 EDIT  MEALS

Total TRANSACTION FEE  $10.64 LODGING
Total TRANSPORTATION $501.00 EDIT  MEALS

Less Centrally Billed $501.00 MILEAGE

PARKING

_ e HOTEL TAXES
Transaction Fee [Nonexpense) $10.64 WERIET AGCESS
Page(s} 1

Complete Report I

11/7/2009
41172009
111712009
1111812009
11/18/2009
11/119/2009
1171942009
11192009
11/19/2009
11/119/2009

moving people ¢

11/17/2009
11/19/2009
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Financial Summary

EadTraveler.com

Grganizer  User Profile  Policies & Fanning | Prind  Help  Tworsl | SuppeniCevier  Logost
A

conment Financial Summary

Fretegt ¢ Juibifatesa

I Fobemal Dogniennt I

ekl Documnil

Doz, Burmibor; MASABTADO 000K STS000001 2
dush, Mumber, 00441033

Enter your trip allocations, then i desired, chooss an Action below:

0 Summary of Expense Calegories
Toani #1153 38
Prrtatke Job Aals ien Enpersan) 341184
Fals asd Supsod
D Trarcaias §ELE G0

Hirw T
—— Enbisr Your Trip ABScations *= § By Daollar % By Percant

Arzounbng Meng S AmTus % Parcest

) 62_ 136905 08 04.01,08 01 _ESAXIZ0080 6240012111 FCO00000 E1167 7212 [ e |
1 52_401 765 065 (03 0% 02 07_EXCR22003062AD01 2111 FCO00000 W [me [ == |
* oo fooo (= ]
,f: oo fooo
* oo fooo
N o 000

13. Notice the financial information is already on the page. The accounting string was copied from
the Travel Authorization. (No changes need to be made in this example.)

. Submit Document I
14. Click I

A Confirmation Alert box will be displayed.

Confirmation Statement Alert Box

A ? | I certify this claim is true and correck to the best of my knowledge and belief, and that payment or credit has not been received by
"-‘r‘ me.

L Ok J [ Cancel
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15. Click as appropriate to indicate your electronic signature.
16. My Travel Desktop will be displayed.
My Travel Desktop

[ dmm m i e+ e —

" edTraveler.com
O

rganizer  UserProfile | Policies & Planning  Print  Help  Tutorial  SupportCenter  Logout moeving people nat paper ™"
New Travel Authorization My Travel DeSktOp
Select a Document from the list, then choose an Action below:
Local Expense Report
My Travel Wy Archive
Sponsored Travel
e
Alternate Preparer
S O RSAIECECAOKKSTS  TRAVEL AUTH. JOHNSONJ E’Eg‘ugmgj HUNTSVILLE, AL 12/05/2007 ™
NASATEGGCANXKSTS Waiting
L X .
Q 0000795 TRAVEL AUTH. JOHNSON J (Accounting) HUNTSVILLE, AL 12/15/2007 17
NASATEGGCANXXXSTS EXPENSE
Page Help O poooess REPORT JOHNSON J Under Review HUNTSVILLE, AL 05/15/2007
~
voorenm a2 8| | © NASATOGGCAQOXSTS  TRAVEL AUTH. JOHNSON J Under Review HUNTSVILLE, AL 12/08/2007
documents.
NASATEGGCANXKXSTS EXPENSE
O 0000632 REPORT JOHNSON J Returned HUNTSVILLE, AL 01/28/2003 =
= Select an existing AMENDED
travel document from © NASATEGGUAOXKSTS  EypeysE JOHNSON J Retumed  HUNTSVILLE, AL 03/07/2003 &
the table and then L) 0000645-AE01 REPORT
choose an action by
e O PASATECECANRXSTS  TRAVEL AUTH. JOHNSON J Incomplete  UNKNOWN
table. NASATEGGCANNMKSTS- “
» Navigate to the list of M1 TTNY TRAVEL ALTH  INHRSON | Inrrrmnlate  HUIMTQWILE AL nnionnd M
archived ftems b Total Documents: 37
Printable Job Aids
Choose an Action:
FAQs and Support
’ Open Document I ’ Amend Document I [ Duplicate Travel Auth ] [ Create Nested Trip
"How To”
I =
I ’ Build Expense Report I ’ Document Control Options I
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