DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL  TRAVEL MANAGER REPORTS

TM-2 PREPARER COURSE

USING NASA’S TRAVEL MANAGER SYSTEM

TRAVEL MANAGER REPORTS

This document covers the steps to view the Document Summary Report by Traveler, Accounting
Code, Travel Authorization, Location or Trip Purpose.

This document also covers the steps to view the Travel Ledger Report and the Accounting
Summary Report.

NOTE

Reports will continue to be available from the existing Financial System. If Travel
Manager reports are utilized, please be aware that summary totals may be inaccurate.
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A. DOCUMENT SUMMARY BY TRAVELER

The Document Summary Report may be selected for authorizations, vouchers, or local
vouchers. The report includes the traveler’s name, document name, total expenses, amount
claimed, advance applied, net amount, departure date, number of travel days, and total trip
expenses. To view the accounting data and location, click the ‘Detail Report’ check box on
the selection criteria page to place a “\” in the box. Detail report for local voucher does not
include location. Title information includes the criteria: traveler’s SSN and Org code,
document status, and date range.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup RBDJIJ"HS Logout Help Document Prepara tion
User:

John Doe
Traveler:

[> Create a New Document
[» Open Existing Document
[» Review Documents

[> Delate Documants

[» Copy Document

2. The Report Setup page will be displayed in a new browser window.

Tables Reports Admin  Rates Forms Close  Help Administrative Setup

User:
Jahn Doe
|} REFORT SETUP
[ Documer@ummam
[» Travel Ledger

[z Accounting Summary

[» Signature Cerification

3. Click the Document Summary link on the Document Processing Toolbar on the left side
of the page. The Report Setup page will be redisplayed with a list of five selections to
view the Document Summary report.
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Tables Reports Admin  Rates Forms Close  Help Administrative Setup

User:
John Doe

[z REPORT SETUP

[ Document Summary

. Tra\rE
CRT ) ng Code
= Trawel Authorization

Number
= Location

= Trip Purpose
[ Travel Ledger

4. Click the Traveler link on the Document Processing Toolbar on the left side of the page.

5. The Document Summary Report by Traveler page will be displayed.

lables Reports Admin Rates Forms Close Help Administrative Setup
User: Document Summary Report by Traveler
Susie Smith % Quick Tip For this page you can:
Select a docurment type and other search criteria. To viewy or print this report,
- [REFeir =2 click Previes. Dl"t
[» Document Sumnmary
Document Type | Authorization 2 I G £t
3
Traveler Start Date I— [—]mthis Screen
= Accounting Code i m.sading
= Travel Authorization E?ndmm |
Turmber _ ,
« Location Social Security Ho I
= Trip Purpoze Organization u
[+ Travel Ledger Status [:I
[» Accourting Summinary | Detail Repart

6. The Document Type field defaults to Authorization. Voucher or Local Voucher could
also be selected from the pull down list.

7. Select Authorization from the pull down list.

8. Enter the Start Date and End Date range.
a. Start Date is the earliest departure date to include on the report.

b. End Date is the latest departure date to include on the report.
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NOTE

Leaving Start and End date fields blank will cause the default dates to be used. The default
start date is January 01, 1980, and the default end date is December 31, 2049.

9. Enter the Social Security Number of the desired traveler or select it from the list by
clicking the i for employee button in the ‘For this Document you can:’ area

in the top right.
10. Leave the Organization field blank when selecting the report for a specific traveler.

11. Leave the Status blank. Leaving this field blank indicates that all status codes should be
included on the report.

12. Check the Detail Report check box to place a “\” in the box. Selecting the Detail
Report will include the accounting classification codes and travel locations on the report.

Administrative Setup

User: Document Summary Report by Traveler

Susie Smith Quick Tip
[» REPORT SETLP % Elniacl:ﬁcgraeﬂgsamem type and other search criteria. To view ar print this report, or‘[
[ Document Summany Document Typa SSN Lookup | 1 opioyes
. lrcac:i:::izg Coe Start Date [p=qers this Screen
= Travel Authorization End Date W
. [JSE";EL Social Security Ho lm
= Trip Purpose Organization n
[+ Travel Ledger Status [:]
[ Accounting Summary a Dietail Report

13. Click the Report button in the ‘For this Document you can:’ area in the top
right.

14. The Authorization Summary by Traveler report will be displayed in a new browser
window.

08/02/02 TM-2, V1.1 Page 5



DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL

TRAVEL MANAGER REPORTS

06/ 20/ 02

Organization: 24

Status:  (All)

Information £or: Jansz, Dos

Document Hame

E4-XX0ZZE0ZJD

Tzip 1
Departure Date:
Travael Days:

Tetal Tzip Expenses

Totals For: Jams, Doe
Total Travel Days: 4.
Organization Totals for: 24
Total Tzawel Days: 4.
Repozt Totals ————--————-—----
Total Trawvel Days: a.

Authorization

Total
Expenses

0t zEfzo0g
4
07,50
o0
ili}
ili}

Summary by Trawelaz

Travelezl(s] Belected
To:

07,

From: 03/ 15/ 2002
Amount
Claimed

§07. 50

F07.50

507,50

£07.50

240-00-0002
07/ a0/ zo0g

Bdvance
Epplied

50

FPage: 1
Hets
Amount
0.00 807. 50 k
o.oo0 §07.50
0.00 307,50
0.00 807,50

Example of an Authorization Summary by Traveler with Details

o7 17 0g

Organisation: Z4-aF

Status: [All]
Information for:

Document Name

£4-AE0Z110ZET

Trip 1
Departure Date:
Trawsl Days=:

TERAVELEE.,

Woucher

EEH

Total
Expenses

0Ef 11 g00z

2

From:

Summary by Traweler

Trawveler(=] Sealactad:

0101 200

Amount
Claimed

Page: 1

£40-00-0002

Z Ta: 0520/ 2002

Adwance
dpplied

Total Trip Expenses: &19.50
Locations:
JOHHMIOM SPACE CTE,TX

Classifications:
E4-ARE-03E00000 - 03 0000, 05 3185 GH.E4. 8.8, 00 A, 000 --
§13.50

Teotals For: TEAVELER, EEM

Total Trawel Days: E.oon §19.50 §14.50 o.on

i4-AF
E.oon

Organization Totals for:

Total Trawel Days: §19.50 §19.50 .00

Report Totals

Total Trawel Days: E 19.50 19.50 n.on

§19.50

§19.50

§19.50

Example of a Voucher Summary by Traveler
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Ul B P -4 Authorization SFummary by Trawvelsc Page: 1

Organisation: E£4-aF Traveler(=]) Selected: E40-00-000Z
Ftatus:  [All) Frem: 0170172002 Te: 0§ 20/z002

Information feozr: TRAVELER. EEN
Total Amonant Advance Het
Document Name Expenses Claimed &pplied Amount

£4-AEO0L100ZET 132,50 193250 0.oo0 132,50

Trip 1
Departure Date: 0Lf 10 z00g
Trawel Days: 1
Total Trip Expenses: 13250

Lecations:
EOSTON, MA

Clarsifications:
E4-AEZ-03Z00000 - 09E0000, 0% ZLEG . GH.24.2.5.00 AE.000 --
13zx.50

i4-AE0E110EET §19.50 #14.50 n.nn #14.50

Trip 1
Departure Dakte: EfFENDE
Trawel Days: 3
Total Trip Expenses: 18,50

Lecations:
JOHNSOM SFACE CTR,TX

Clarsifications:
E4-ABZ-03Z00000 - 090000, 0% ZLEG GH. 24 25,00 AE. 000 --
514,50

i4-AE040 70 EET 1 051,00 105100 n.nn 105100

Trip 1
Departure Date: 04 nyrEnng
Trawel Days: 2
Total Trip Expenses: 1.051.00

Lecations:
WASHINGTON, DT

Clarsifications:
E4-ABZ-03Z00000 - 09Z00000. 0%, Z1E6. CH.E4.2.6.00. 25,000 --
1.051.00

i4-AE05120EET 1.130.00 1.190.00 n.nn 1.190.00

Trip 1
Departure Date: 05FLaFENDE
Trawel Days: 4
Total Trip Expenses: 1,130,010

Lecations:
WASHINGTON, DT
ANRAFOLIS MD

Example of a Voucher Summary by Traveler with Details
15. Print using the browser and/or reader Print button.

16. Close the browser and/or reader window when finished viewing the report.

17. Click the this Screen button in the ‘For this Document you can:’ area in the top
right.
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B. DOCUMENT SUMMARY BY ACCOUNTING CODE

The Document Summary by Accounting Code may be selected for authorizations, vouchers
or local vouchers. The report includes the traveler’s organization and name, document name,
departure date, total expenses, account label, account information, account organization code,
and account expenses. Title information includes the selection criteria: document status,
traveler’s organization, travel date range, and account code.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup Re[ﬂrts Logout Help Document Prepara tion

User:

John Doe
Traveler:

[» Create a New Document
[» Open Existing Document

[» Review Documents

[» Delete Documents

2. The Report Setup page will be displayed in a new browser window.

Tables Reports Admin Rates Forms Close Help Administrative Setup

User:

John Doe

[» REFORT SETUF
[z Documerﬁummar}r
[> Trawvel Ledger

[ Asccounting Summany

[ Signature Cetification

3. Click the Document Summary link on the Document Processing Toolbar on the left side
of the page. The Report Setup page will be redisplayed with a list of five selections to
view the Document Summary report.

Tables Reports  Admin Rates Forms Cloze Help Administrative Setup

User:
Wicky L. Preparer
[» REFORT SETUP

[ Document Summary

= Traweler

.Accouﬂ.g Code

= Trave thorization
Number

= Location
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4. Click the Accounting Code link on the Document Processing Toolbar on the left side of
the page.

5. The Document Summary Report by Accounting Code page will be displayed.

Administrative Setup

User: Document Summary Report By Accounting Code
Susie Smith % Quick Tip
[ REPORT SETUP Eﬂf&pﬁgﬁ;ﬁl‘; F:rrtena. To zelect an accounting code, click the Accounting Lakel Report
[> Document Summary Document Type | Authorization = (Inse Report Wincow
« Traveler Start Date 5727
Accounting Code End Date [nemnms
= Travel Authorizati
Nruar:l':Br orization Organization
= Location Status _

Ek

= Tripy Purpose Accounting Label [24-FR2-32996000
[+ Trawel Ledger

Accounting Classification

[» Accourting Surmmary Program Code [3255500 Program Year |2
[ Sianature Certification Function Fund Source |G
[> PHI Certificate List ObjectClass | Meth of Auth |33
e — Reimbrs Code Org Code |FR
[CE=talereis Center ID |24 Part 10 000

6. The Document Type field defaults to Authorization. Select the desired type from the
Document Type pull down list.

7. Enter the Start Date and End Date range.
a. Start Date is the earliest departure date to include on the report.

b. End Date is the latest departure date to include on the report.

NOTE

Leaving Start and End date fields blank will cause the default dates to be used. The default
start date is January 01, 1980, and the default end date is December 31, 2049.

8. Leave the Organization field blank or enter a specific organization code when selecting
the report for a specific authorization. Leaving this field blank indicates that all
organization codes, for which access is allowed, should be included.

NOTE

The organization code entered is the organization code to which the Traveler belongs and
NOT the organization code of the accounting code.
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9. Leave the Status field blank to include all documents on the report regardless of the
status.

10. Leave the Account Label blank to include all account codes used on a document. For a
list of available accounting codes in the organization, click the pull down button to the
right of the Account Label field.

11. Click the Preview Report button, in the ‘For this Document you can:’ area in the top
right, to preview the document in a new browser and/or reader window.

12. To print the report click on the Print button of the browser and/or reader window.

06/ 20/ 02 Zuthorization Sunmary by Accounting Fage: 1
Status: (&11) From: 02/15/2002 Ta: 07202002
Organisatvion: 24 Bccounti Z4-FRE-22396000

Depart Total
Name Documant Hame Dats Expenzas

2299600....24.2.6.92.FR.000

0ES 20/ 02 Buthorization Summary by Accounting Page: 2
Status: [Al1) From: 02/15/200Z To: 07/20/2002
Organization: 24 Accounti 24-FRZ-22996000

Depact Total
Kame Document Name Date Expenses *
Classificavion: Z4-FRE-22775000 Ozg: 24 (Continued)
2299600, .. .Z4.Z_6.92.FR_000
Jane, Dos Z4-XX022602JD 03/ 26 2002 1,429.00
Total by: £4-FRZ-22996000 Org: £4 1,439.00
Ozganization Tetal ——==—-=——--—-------—--—-——--————- 1,439.00
Report Tokal ——————————— e 1,429.00

Example of a Document Summary by Accounting Code Report

13. Close the browser and/or reader window when finished viewing the report.

14. Click the Report Window button in the ‘For this Document you can:’ area in the
top right.
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C. DOCUMENT SUMMARY BY TRAVEL AUTHORIZATION NUMBER

The Document Summary by Travel Authorization Number Report may be selected for
authorizations and vouchers. The report includes the traveler’s organization code and name,
authorization number, document name, departure date, number of travel days, and total
reimbursable expenses. Title information includes the selection criteria: document status,
traveler’s organization code, travel date range, and Travel Authorization number.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup Renﬂls Logout  Help Document Preparation
User:
John Doe
Traveler:
[ Create a New Document

[ Open Existing Document
[» Review Documents
[» Delete Documents

[ Copy Dacumeant

[ Import Documents

2. The Report Setup page will be displayed in a new browser window.

Tables Reports Admin Rates Forms Close Help Administrative Setup

User:
John Loe
[» REFORT SETUF
[z Documeﬁummam
[z Travel Ledger

[ Accounting Summany

[> Signature Certification

3. Click the Document Summary link on the Document Processing Toolbar on the left side
of the page. The Report Setup page will be redisplayed with a list of five selections to
view the Document Summary report.
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Tables Reports  Admin Rates Forms Close Help Administrative Setup

User:
“Widor L. Preparer
[» REFORT SETUF
[> Document Summary

= Traveler

= Accounting Code

= Travel Authorization
Numb

= Location

= Trip Purpoze

4. Click the Travel Authorization Number link on the Document Processing Toolbar on
the left side of the page.

5. The Document Summary Report by Travel Authorization Number page will be

displayed.
Tables Reports Admin Rates Forms Close Help Administrative Setup
SSEL Document Summary Report By Travel Authorization Number
Susie Smith % Quick Tip For this page you can:
This repott is zored by Autharization Number. To views ar print this report, click
[ REPORT SETUP s, m Report
[» Document Summary Document Type 0""’ thiz Screen
= Traveler Start Date l— E
= Accounting Code Eﬁ;m"j -
+ Travel Authorization anmmi'mjl
Number Organization | 24 5
= Lacation
= Ttip Purpose o
M Trevvel Ledger Authorization Ho |
[» Accourting Sumtnaty
[» Signature Cerificatian k
[» Pkl Certificate List
[» Custom Reports

6. The Document Type defaults to Authorization. To change the type to voucher, select
Voucher from the drop down list.

7. Enter the Start Date and End Date range.
a. Start Date is the earliest departure date to include on the report.

b. End Date is the latest departure date to include on the report.

NOTE

Leaving Start and End date fields blank will cause the default dates to be used. The default
start date is January 01, 1980, and the default end date is December 31, 2049.
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10.

11.

12.

13.

Leave the Organization field blank or enter a specific organization code when selecting
the report for a specific authorization. Leaving this field blank indicates that all
organization codes, for which access is allowed, should be included.

Leave the Status blank. Leaving this field blank indicates that all status codes should be
included.

Enter the Authorization No of the document to be included in this report if one
authorization is desired. The first few characters of an authorization number may be
entered to obtain a larger number of authorizations.

To view the report on the screen, click the Preview button in the ‘For this page you can:’
area in the top right.

The Authorization Summary by Travel Authorization Number report will display in
a new browser window.

For a printed copy of the report, click on the Print button of the browser and/or reader
window.

a6 20/ 02 Buthorization Summary by Trawvel Buthorimatio Fage: 1

Btatus: [All) From: 01/0171930 To: 1l&f21f2049
Organisation: 24 Selected Documents: [All)

Dapart Trawsl Tetal Raimburrables

Trawel Buthoriza Document name TLare Date Days= Expenses=

24-XX02ZE02JD Doe, John 03/ 26d E00z 4.00 S07.50
24-XX02ZE02JD Jane, Doe 03/ 26d E00z 4.00 S07.50

Organizatien Total ————---=--————------—---=--—-—-—-—————-------———- F.00 1.,615.00

N B &.00 1,615.00

14.

15.

Example of an Authorization Summary by Travel Authorization Number

Close the browser and/or reader window when finished viewing the report.

Click the _B2=2 | this Screen button in the ‘For this page you can:’ area in the top right.
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D. DOCUMENT SUMMARY BY LOCATION

The Document Summary by Location Report may be selected for authorizations and
vouchers. The report includes the traveler’s name, document name, trip number, arrival date
and location.

Title information includes the selection criteria: document status, traveler’s organization
code, location, and travel date range.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup RBDJIJ"HS Logout Help Document Preparation
User:

John Doe
Traveler:

[ Create a Hew Document
[» Open Existing Document
[» Review Documents
[ Delete Documents

[» Copy Document

[} Import Documents

2. The Report Setup page will be displayed.

Tables Reports Admin  Rates Forms Close Help Administrative Setup

User:
John Dae
[* REFORT SETUF
[z Documeﬁummam
[» Travel Ledger

[ Accounting Summany

[> Signature Certification

3. Click the Document Summary link on the Document Processing Toolbar on the left side
of the page. The Report Setup page will be redisplayed with a list of five selections to
view the Document Summary report.
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Tables Reportz  Admin Rates Forms Cloze Help Administrative Setup

User:
Wiy L. Preparer

[ REFORT SETUF
[ Document Summary
= Traveler

= Accounting Code

= Travel Authorization
Number

= Locﬁn
= Trip"™rpose

4. Click the Location link on the Document Processing Toolbar on the left side of the page.

5. The Document Summary Report by Location selection criteria screen will display.

Tables Reports Admin Rates Forms Close Help Administrative Setup
ESEE Document Summary Report By Location
susie Smih % Quick Tip For this Page you can:
REPORT SETUP Thiz report iz sorted by Location. To view or print this report, click Previesn.
b [Preview]eport
(> Document Summary Document Type | Authorization &
Oose
« Traveler Start Date I— Documem SUmEry
A rititie Cocl o
= Accourting Code End Date B
« Travel Authotization i =
Mutnber Organization
¥ Location
= Trip Purpose Status [:i
[ Trawel Ledger Location | Eh
[> Accaunting Summary:
[ Signature Certification

6. The Document Type field defaults to Authorization. To print a report for vouchers,
select Voucher from the pull down list.

7. Enter the Start Date and End Date range.
a. Start Date indicates the earliest departure date.

b. End Date indicates the last departure date to include on the report.

NOTE

Leaving Start and End date fields blank will cause the default dates to be used. The
default start date is January 01, 1980, and the default end date is December 31, 2049.
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8. Leave the Organization field blank or enter a specific organization code when selecting
the report for a specific authorization. Leaving this field blank indicates that all
organization codes, for which access is allowed, should be included.

9. Leave the Status blank. Leaving this field blank indicates that all status codes should be

included.

10. Enter the Location to be included in this report. Leaving this field blank implies no

location restriction. Click the Document icon 2] button to the right of the Location field
to bring up the locations lookup list.

Tables Reports
User:
Susie L. Smith

[» REFORT SETUP
[ Document Summary
= Traveler

= Accounting Code
= Travel Autherization
Humber

* Location

= Trip Purpose
[ Travel Ledger
[ Accounting Summany
[» Signature Cerification
[+ FKI Certificate List

[+ Custom Reports

Admin

Rates Forms Close Help

Administrative Setup

Per Diem Locations
Quick Tip
Click on a Per Diem Location to be included in the Document Summany By

Location report.
Enter Search Criteria

|conus =

e =

ocation

Per Diem

PerDiem Loca

MALDIVES

AL

MALTA

MARSHALL ISLANDS
MARTIMIQUE

MASSACHULETTS
MAURITANLA J
MAURITIUS
MEXICO
MICHIGAN
MICRONESLA
MIDWAY ISLANDS
MINNESOTA
MISSISSIPRI
WISSOURI =
HEWW RATE DWATE
NO DEP/MARR TIMES
NO GOWT MEALS
NG GOWT WMEALS RATE
HOMN-WORE DAYS LEAVE
HOMN-WORK DAYS LEAVE
HURBER OF LEAVE HOURS LIMIT
]
OCONUS INC RATE

CoOCOCTIONAl DATE

For this Document you can:
Close |1hisl|1|'indouu

11.

Select a country or state from the pull down list. Select Maryland.

12. A list of per diem locations within that country or state will be displayed.

08/02/02 TM-2, V1.1
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Tabhles Reports Admin
User:
Susie L. Smith

[» REFORT SETUP
[> Document Summary
= Traveler

= Accounting Code

= Travel Authorization
Mumber

Location
= Trip Purpose
[z Travel Ledger

[z Accounting Summany
[» Signature Carification
[» PKI Cerificate List

[# Custom Reports

Rates Forms Close

Per Diem Locations

Help

Quick Tip
Clidk on a Per Diem Location to be included in the Document Summany By
Locatian repart.

Enter Search Criteria

| MARTLAND =

Per Diem Locations
3

ABERDEEN PROWING GROUND
ADELPHI NAWAL RESERWE CTR

ANDREWS AFB
AHNAPOLIS
ANHAPOLIS HAVAL RADID TRHS FAC
AHNAPOLIS NS, CARDEROCI DIV
BALTIMORE
BALTIMORE MAWAL RESERWE RD CTR
BETHESDA NATL NAWAL MED CTR
BETHESDw NEWE, CARDEROCHK
CHELTEHHAR HAYVCOM DET
COAST GUARD wARD
COLUMBLA
EASTON
FREDERICK
FT. GEQORGE &. MEADE
FT. RITCHIE
FT. RITCHIE
GRASONVILLE
HAGERSTOWH
HARFORD COUNTY
INCIAM HEAD NS WARFARE CTR
INDIAM HEAD NS WARFARE CTR2
LEOHARD TN
LEXINGTON PARK
LUSEY
MARTIN STATE AGS
MONTGOMERY COUNTY

For this Document you can:

Administrative Setup
=

Close Ithis Wind aw

 r—————

13. Click on Annapolis in the list under the Per Diem Locations area of the page.

User:
Susie Stith
[» REPORT SETUP
[ Document Summany”
= Traveler

= Accourting Code

= Trawel Authorization
Muriber
» Location

= Trig Purpose
[ Trawvel Ledger

[ Accourting Summary
[ Signature Certification
[» PHI Certificate List

[» Custom Repaorts

Document Summary Report By Location

8

Quick Tip
This report is sorted by Location. To wview or print this repart, click Previews.

Document Type | Authorization 3
Start Date

o m 8N

End I]a‘tel—

o m 8N
-

Organization | 24 =

Location |

Administrative Setup

(Preview] report
Docutrert Suimmary

14. To view the report on the screen click the Preview Report button in the ‘For this Page
you can:’ area in the top right.

15. The Authorization Summary by Location report will display in a new window.
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16. Click the browser and/or reader Print button to print the report.

as/30/02 Authorization Swmary by Location Page: 1

Status: (All) Location: [ALL)

Organization: 24 From: 01/01/19580 To: 12/31/2049
Arrival

WName Docurent No Trip Date

Location: MONTEREY, CA

Does, John 24-XXO32602JD 1 03/26/2002

Jane, Doe 24-EI032602JD 1 03/26/2002

a6/30/02 Authorization Swmary by Location Page : 2

Status: (All) Location: [ALL) k

Organization: 24-X From: 01/01/1980 To: 12/31/2049
Arrival

HNate Document No Trip Date

Location: MONTEREY,CA

Doe, John 24-XXO3Z7T02JD 1 03/z26/2002

End of Report.

Example of a Document Summary by Location Report

17. Close the browser and/or reader window when finished viewing the report.

18. Click the _@2== | Document Summary button in the ‘For this Page you can:’ area in the

top right.
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E. DOCUMENT SUMMARY BY TRIP PURPOSE

The Document Summary by Trip Purpose report may be selected for authorizations,
vouchers or local vouchers. The report includes the Trip Purpose, Document Name, Total
Expenses, Amount Claimed, Amount Applied, Net Amount, Total Costs for each Purpose,
Organizational Totals, and Report Totals.

Title information includes the selection criteria: document status, traveler’s organization,
travel date range, and purpose.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup Re[:ﬂns Logout Help Document Preparation
User:
John Doe

Traveler:

[» Create a New Document
[» Open Existing Document

[» Review Documents

[> Delete Documents

2. The Report Setup page will be displayed in a new browser window.

Tables Reports Admin  Rates Forms Close  Help Administrative Setup

User:
John Doe

[> REFORT SETUP

[ Documeﬁummaw
[> Travel Ledger

3. Click the Document Summary link on the Document Processing Toolbar on the left side
of the page. The Report Setup page will be redisplayed with a list of five selections to
view the Document Summary report.
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Tables Reports  Admin Rates Forms Close Help Administrative Setup

User:
Wicky L. Preparer
[» REFORT SETUF
[ Document Summary
= Traveler

= Accounting Code

= Travel Authorization
Mumber
= Location

= Trip [Eljpose
[x Trawe"™8daer

4. Click the Trip Purpose link, on the Document Processing Toolbar on the left side of the
page, as the type of Document Summary report desired.

5. The Document Summary Report by Trip Purpose page will be displayed.

Tables Reports Admin Rates Forms Close Help Administrative Setup

LSEE Document Summary Report By Trip Purpose
Suszie Smith % Quick Tip For this Page you can:
[ REPORT SETLP This report is sarted by Trip Purpose. To view or print this repart, click Preview.
m Report
[ Document Summary Document Type | Authorization & Document Summary
. Start Date I—
Zaveli' Codl o
= SCCOUTING COde End Date I— E
« Travvel Authotization e =
MHumber Organization
« Location
- Stat
» Trip Purpose ue [jl
[ Travel Ledger Trip Purpose [ i’

[ Accourting Sumrmary

[» Sigrature Cetification

[ Pl Certificate List (X
[» Custom Reparts

6. The Document Type field defaults to Authorization.

7. Enter the Start Date and End Date range.
a. Start Date indicates the earliest departure date.

b. End Date indicates the last departure date to include on the report.

NOTE

Leaving Start and End date fields blank will cause the default dates to be used. The default
start date is January 01, 1980, and the default end date is December 31, 2049.
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8. Leave the Organization field blank or enter a specific organization code when selecting
the report for a specific authorization. Leaving this field blank indicates that all
organization codes, for which access is allowed, should be included.

9. Leave the Status field blank. Leaving this field blank indicates that all status codes

should be includ

ed.

10. Select the Trip Purpose from the Trip Purpose pull down menu. If this field is left
blank, all trip purposes are included in the report.

11. To view the report click the Preview Report button in the ‘For this Page you can:’ area
in the top right. For a printed copy of the report click on the browser and/or reader Print

08/ 204 02 Zuthorisation Summary by Purpose FPage: 1

Status: (AL1) Purpose: [&11)

Organization: 2% From: 0L/01f19§0 To: 12/21/z029
Total Bmeant Bdwvance Het

Document Name Expenses Claimed 2pplied Zmount

Trip Fucpere: TRAINING

E4-XXOFES0ZJD §07_50 G07.50 a0 0750

E4-XX02EE0ZJD F07_50 507_50 a0 507_50

Organization Toetal —------- 1,615.00 1, 615.00 a0 L ELl5.00

08/ 204 02 Zutherizatien Sunmary by Purpose FPage: £ k

Status: (AL1) Purpose: [&11)

Organization: 24-X From: 0L/01/1980 Teo: 12/31f2043
Total Amount: Bdwvance Het

Document Name Expensas Claimed Applisd Amount

Trip Furpoze: TRAINING

E4-XX02ET0ZJD §27_50 §27_50 a0 §27_50

08/ 20/ 02 Autherizatisn Sunmary by Purpase Page: 2

Stavus: (ALl1) Puzpose: [(A11)

Organization: Z&-X From: 010141950  To: 12/317Z2049
Tetal Ameunt Adwvance Hax

Document Fame Expenses Claimed 2pplizd Zmount

Total £8xr :  =e=s=emmmmmmmm—os mmmeeemmee—emos memmememmeeeos mmememoeeeeeeo
2,442, 50 ., 442,50 0.0 Z 442,50

Example of a Summary by Trip Purpose Report

12. Close the browser and/or reader window when finished viewing the report.

13. Click the _&2==| Document Summary button in the ‘For this Page you can:’ area in the

top right.
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F. TRAVEL LEDGER

The Travel Ledger Report may be viewed by document type. Authorizations and Vouchers
will be displayed on this report. Local vouchers will not be shown on this report.

The report includes the departure date, document type, document name, authorization
number, document status, advance amount, advance applied, amount claimed, amount due to

traveler, and amount due government.

Title information includes the selection criteria: traveler’s name and Social Security
Number, document status, and travel date range.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup RETIIHS Logout Help Document Prepara tion

User:

John Doe
Traveler:

[» Create a New Document
[» Open Existing Document
[ Review Documen ts

[> Delete Documents

[ Import Documents

2. The Report Setup page will be displayed in a new browser window.

Tables Reports Admin  Rates Forms Close  Help Administrative Setup

User:
John Doe

[» REFORT SETUP

[» Decument Summary

[z Travel Leda

[; Accounting ghﬂ‘umaw

3. Click the Travel Ledger link on the Document Processing Toolbar on the left side of the
page.

4. The Travel Ledger page will be displayed.
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Tables Reports Admin Rates Forms Close Help Administrative Setup
User:
Travel Ledger
John Doe Quick Tip For this Page you can:
Thiz report lists the advances and amount claimed for 3 document. To wview or
[» REFORT SETUP print, elick Preview. Prawiew ILedge[
[# Document Summany Close ITra\reI Ledger
Travel Ledger
F Travel Ledger
[+ Accounting Summary Social Security Mo I El‘_
[» Signature Cerification Start Date I
[mmiddfyppy]
[ PKI Cerificate List End Date |
[mmiddfyppy]
[ Custem Reporis Authorization Status | =

5. Enter the Social Security Number of the desired traveler or select the Social Security

Number from a list by clicking on the Document icon [Z] to the right of the field. A
Social Security Number must be entered for the Travel Ledger report.

6. Enter the Start Date and End Date range.

a. Start Date is the earliest departure date to include on the report.

b. End Date is the latest departure date to include on the report.

NOTE

Leaving Start and End date fields blank will cause the default dates to be used. The
default start date is January 01, 1980, and the default end date is December 31, 2049.

You must enter a full/partial value to preview a report.

7. Leave the Authorization Status blank. Leaving this field blank indicates that all status
codes should be included on the report.

8. Click the _Preview | Ledger button in the ‘For this Page you can:’ area in the top right.

9. The Travel Ledger report will be displayed in a new browser and/or reader window.
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NEF20 02 Tzawel Ledger

Trawvelar: Jarms, Dos M E40-00-000%

Authorization Jtatus: (A11) Trawel Dates: 0LF0LF1960 to 1if217i0dd

Date Documernt Documerd Docurernt Advance Ant Aot Dnae Traweler
Type Hare Status (Advarce Applied) Tlaimed (Tae Gow't)

[ETEISEITH
i $4-XE02260490  ERERTED 0,00

Report Totals: 0,00 n.nn n.nn

Example of a Travel Ledger Report

10. If the traveler’s reimbursable expenses are less than the advance amount, the amount
under the (Due Gov’t) column would be enclosed in [ ] to indicate money due to the
government.

11. Print using the browser and/or reader Print button.

12. Close the browser and/or reader window to close the report when finished viewing.

13. Click the Travel Ledger button in the ‘For this Page you can:’ area in the top
right.
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G. ACCOUNTING SUMMARY

The Accounting Summary Report may be selected for authorizations, vouchers, or local
vouchers. The report includes the Organization, Status, Date range of information,
Classification Codes, Totals by each code, Organizational Totals, and a Report Total. The
detailed report adds a breakdown of expenses by type; Lodging, M&IE, etc., for each
accounting code.

1. Click the Reports link on the Tab Menu Toolbar at the top of the page.

Setup RBDJIJ"HS Logout Help Document Prepara tion
User:

John Doe
Traveler:

[> Create a New Document
[» Open Existing Document
[» Review Documents

[> Delate Documants

[» Copy Document

2. The Report Setup page will be displayed in a new browser window.

Tables Reports Admin  Rates Forms Close  Help Administrative Setup

User:

Wiy L. Freparer
[» REFORT SETUP
[ Document Summan
[+ Trawel Ledger
[ Aceounting Summany

[ Signature Cartification

3. Click the Accounting Summary link on the Document Processing Toolbar on the left
side of the page. The Accounting Summary Report page will be displayed.
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T | Led
" Bl ® s tharization
¥ Accounting Summary Document Type ) voucher
[+ Sionature Cerificsation O Loesl Voucher
Date Start '7
[» PHI Cerificate List
Date End ,7
[» Custom Reparts
Organization
\ s %)
Accounting Label ,— E|4
O petail Report

Program Code Program Year
Function Fund Source
Object Class Meth of Auth
Reimbrs Code Org Code
Center ID Part 10

L Accounting Summary Report
Sugie Smith % Quick Tip
Thiz report displays totals by Account Lakel. To view or prirnt .
[» REPORT SETUP s repmort, cik Previen Accounting Summary Repart

I [ Sy General Criteria BRI SRR (RS

Accounting Codes

Administrative Setup

4. The Document Type defaults to Authorization. Voucher or Local Voucher radio

buttons at the top of the page may be selected.

5. Enter the Start Date and End Date range.

a. Start Date is the earliest departure date to include on the report.

b. End Date is the latest departure date to include on the report.

NOTE

Leaving Start and End date fields blank will cause the default dates to be used. The
default start date is January 01, 1980, and the default end date is December 31, 2049.

6. Leave the Status blank. Leaving this field blank indicates that all status codes should be

included on the report.

7. ﬁrou wish to select a specific Accounting Label for the report, click the Document icon

to the right of the Accounting Label field, in the General Criteria area in the top half

of the page. A list of Accounting Labels will be displayed.
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Enter Search Criteria for Organization “24"

Label | [ Search)|
Search Results
24-FR2-32995000 F289600. .. .24, 2.6 93 FR. 000
24-RRZ-09200000 0920000, .. .24, 2. 6. 00. RR. 000
24-PP2-FO635260 703500, . .. 24.2 5. 00. PP. 280
24-PP2-F0651500 FOBS154. ... 24, 2.5 00, PR. 500
24-PP2-F10353580 7103314, ... 24, 2.8 00, PP. 350
24-PP2-F1317500 7131700, .. .24 2 & 00. PP. 500
24-RR2-71055000 7105504, .. .24.2.5.00. RR. 000
24-RIZ-F1055000 7103304, .. .24, 2. 6. 00. Rl. 000
24-W2-092004BC 09200000. . 2121, .24 2. 8. 00. ¥¥. ABC
2424561 2CAT 4361201, ... 24, 2.5 000 Y, CAT

8. Click on a label to make a selection. The Accounting Summary Report will be displayed.

Administrative Setup

e Accounting Summary Report
Suzie Smith % Quick Tip
Thi rt displays tatals by Account Label. To vi int )
[> REPORT SETUP 1hilssrfppc.0n, e R Aceourting Summary Report

[ Document Surarmary General Criteria Accounting Summary Report

Trawel Led
[> Travel Ledger @ p horization

» Accounting Summary Document Type ) voucher
[ Sionature Certification 2 Local Youcher
Date Start li
[» Pkl Certificate List
Date End li
[+ Custom Reports

Organization

Accounting Label | [Eh
(4 Dictail Report k
Accounting Codes

Program Code Program Year
Function Fund Source

Object Class Meth of Auth
Reimbrs Code Org Code
Center 1D Part 10

9. Check the Detail Report check box in the center of the page to place a “\” in the box.
Placing a ‘\’in the Detail Report check box will include a breakdown of expenses by
type; Lodging, M&IE, etc.
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10. Click the _Preview | Accounting Summary Report button in the ‘For this Document you
can:’ area in the top right.

11. The Accounting Summary report will be displayed in a new browser and/or reader

window.
0B 20 0% Zathorisation Accowrting [lassification Sumary Page: 1
Organization: i¢
Statwr: Frome 0170101950  To: LEfF217E044

Classificatd om:

0920000 .. _24.2.3_00.RR.000

020000 . 24 E.&_00.RR.000
Organization Total: E6d. 00

Eeport Total: E64. 00

Example of an Accounting Summary Report with Detail
12. Print using the browser and/or reader Print button.

13. Close the browser and/or reader window when finished viewing the report.

14. Click the Accounting Summary Report button in the ‘For this Document you
can:’ area in the top right.
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