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TM-2 PREPARER COURSE
USING NASA’S TRAVEL MANAGER SYSTEM

Constructed Voucher

NOTE

All travel authorizations will be written with the preferred mode indicated. If a
traveler’s personal preference is different from the preferred mode, the preparer should
add comments regarding the actual plans. Upon the traveler’s return, the preparer will

create a constructed voucher.

This document contains instructions for creating a constructed travel voucher.

If a traveler deviates from the authorized itinerary or transportation mode, the
reimbursement amount is limited to the actual travel cost or the authorized original
itinerary cost, whichever is less. To determine the travelers’ compensation, both
itineraries are to be entered into Travel Manager as a Constructed Travel Voucher, and
Travel Manager will select the voucher with the lesser of the two amounts.

Trip 1 Information

1. Itinerary

A Traveler uses air transportation to Huntsville, AL, to attend training for Shuttle
support.

2. Ticketed Transportation
Round trip airfare is $350.00.

3. Other Expenses
Personnel vehicle mileage from residence to airport.
Rental car for in-town travel at Huntsville.

Personnel vehicle mileage from airport to residence.

Trip 2 Information

1. Itinerary

A Traveler uses Privately Owned Vehicle (POV) to drive to Huntsville, AL, to
attend training for Shuttle support. (A fictional scenario for training purposes only)

2. Expenses

Mileage from residence to Huntsville, AL is 1954 miles.
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TRIP 1

One voucher will be created with two different trips. The first will use AIR transportation and
appropriate expenses and the second will use POV and appropriate expenses. The first trip will
be copied to a second trip, and the appropriate expenses will be changed. The less expensive of
the two trips will be reimbursed to the traveler.

A. CREATE A NEW DOCUMENT

1. Click the Create New Document link on the Document Processing Toolbar on the left
side of the page. The New Document page will be displayed.

Document Preparation
p==r New Document
A PREPARER2 _ -
Traveler: Hulck 1
To gelect a traveler, click on the EID or Travelst Mame lookup button.
— - to Travel Manager
greale arrl:ew Document Type @| Authorization x this Documert
ocume Document Hame ©
[» Open Existing Document S5H @,— @ this Document
[» Review Docuterts Traveler Hame [En
[> Delete Documents

2. Select Voucher from Authorization in the Document Type pull down list.

Authoaorization -

Autharization
Woucher

Local Woucher
Amendment
Moucher from A

3. Click in the Document Name field.

4. The Traveler Listing (Voucher from Authorization) page will be displayed.

Document Preparation

User:

& PREFARER? Traveler Listing (Voucher from Authorization)

Traveler: Quick Tip
Type one or more lefters of the traveler's last name and click Search.
» Create a New Then, click the traveler's name to list all documerts
> cD):;.u—Emg Dacument Enter Search Criteria
[ Review Documerts Last Hame
[» Delete Documents Traveler List Clicl

[> Copy Document
[ Import Documents

5. Click in the Last Name field under the Enter Search Criteria area and enter the last

name of the traveler (or a portion of the name). Click the button, beside the
Last Name field.
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6. The Traveler Listing (Voucher from Authorization) page will be displayed with a list
of travelers. Use the Prev 40 or the Next 40 link, located in the Traveler List area, if
necessary to scroll through the list of travelers.

Setup  Reports  Logout  Help Document Preparation
User:
Traveler Listing {Voucher from Authorizati

Susie L. Smith
Traveler: Quick Tip
Twpe one or morne letters of the travelers last name and click
Search. Then, click the travelars name to list all documents.
b Create a New

Document Enter Search Criteria
[> Open Existing Document

[» Delete Dosuments Traveler List o
[» Copy Document Search Results Prew 40 Newt 40
[ Impert Dosuments S

DOE, JANE 122330000

DOE, JOHM 122-22-.0001

7. Click the Name link of the desired traveler in the Traveler List area on the left side of
the page. A list of authorization documents will be displayed in the Document List in
the Document Search (Voucher from Authorization) area on the right.

Setup  Reports  Logout  Help " Document Preparation
User:
e L St Traveler Listing (Voucher from Authorizati|| Document Search (Voucher from Authorization)
usie L. omi
Traveler: Quick Tip Document List Click an an entry
Twpe one or more letters of the travelers last name and click
Search. Then, click the travelats nama to list all documeants. Traveler: JANE DOE
} Create a New Type Jocument Nam Lep Date
Document Enter Search Criteria [l autnorization 99-XX05-130C 05/3002  APPROVED
[> Open Existing Bocument
B sutharization 00.XX04-07DC 040702 SIGNED
[ Review Dacuments B authorization 99-KA03-26AL2 032602  CREATED
I S Traveler List o E 23 AADZA1TH 021402 CREATED
[» Copy Dacumant Search Results Prewv 40 Next 40 B Authorization 00 XX02-11T% 02/11m2 AFPFROVED
Hame EID
8 import Cosuments o
T r— B 99-KX01-15MA 0141502  APPROVED
DOE, JOHN 122-33-0001

8. Authorization documents created for that traveler will be displayed in the Document
Search (Voucher from Authorization) area on the right with the current Status of the
document.

a. Documents that have been created but not routed will have CREATED in the Status
column.

b. Documents that have been created and routed will have various stamp values in the
Status column, some of which may be SIGNED, ADJUSTED, REVIEWED,
APPROVED, MGT REVIEWED or MGT APPROVED.

c. Documents that have completed processing will have DATALINKED in the Status
column.

9. Click the Document icon I=| next to the desired authorization from the list. The New
Voucher From Authorization page will be displayed.
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CONSTRUCTED VOUCHER

Setup Reports  Logout Help

Document Preparation

User: New Voucher from Authorization
Susie L. Smith Quick Tip
Traveler: To select a traveler, click on the EID or Traveler Name lookup button.

Oocument TyparBIVnucner from Authorization I

Docurmert Name @) [95-X04-070C

¥ Create a New
Document
[ Open Existing Document

ssn [122:33.0000 El
[ Review Documents Traveler Name  DOE, JANE [
[> Delate Documents

[> Copy Document

[ Import Documents

For this Document you can:

Add Traveler ta Trawel Manager
Auta Name Itms Document

Crezte | this Dosument

10. Click the =2t | this Document button in the “For this Document you can:’ area in the
top right. The Itinerary Information page will be displayed with the data that was

entered on the authorization.
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B. ITINERARY

Itinerary Information for 24-AL 11300301

Quick Tip
Thie Begin Travel and End Traval Nislds misl be compieted balore & par disen
lacatian can be adoded. Remember fo save your tnerary bedore conbruing.

Back | Continue |

Trip Information

Travel Authortzation Auth Date [oomopon | )

liumber T L EEY

Purpose [ TRAINING = Type [COMSTRUCTED:]
Description fhutels Suppere i‘ Trip o 1

Departure and Return Information

Begin Travel gz 2 pepart [RES: Aesderce, US Soteeiion |FES: Fieskence, U5 =]
Bl Travel o [Tz05/2003 020 Return [RES: Readerce, US ot [EES Residence, US =]

Trip Duration | Mulinks days =

Conmants Venucher dus £ dayr sfcer

e
coppletion of your Trip. El Piasel

Per Diem Locations

[T Raeplace ALL lodging and MEIE information on this documsent, Add Location

F = 1102003 MASA MARSHALL SPACE FLIGHT CEMTER AL 12M5M3

1. Select CONSTRUCTED from the Type pull down list in the Trip Information area to
indicate this is a constructed voucher.

2. Click the _Save | Itinerary button in the ‘For this Document you can:’ area in the top
right.

3. Click the Document Summary link on the Document Processing Toolbar on the left side
of the page. The Document Summary page will be displayed.
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C. DOCUMENT SUMMARY

Document Summary for Voucher 24-AL113003LT

Quick Tip For this Document you can:
Far specific information, click on & Details link, You can sign and stamg your document from Document
the Document Status section.

Trip Humber 1 Continue I Ertering Documerit
Travel Authorization I— Cloge ICurrerﬂ Document
Humber

Traveler Details 240-00-0031 , Leif Traveler

Purpose Description Shuttle Support
tinerary Detailz *NASA MARSHALL SPACE FLIGHT CENTER,AL 11/30/03 - 12/05/03
Ticketed Trans Details $350.00

Expense Details | SHETNETRINTIE,Y

Quick Fxpense m Delet E e

g ¥ 11m0o003 PERSGNAL CALLS-DOMESTIC

F ¥ 11sozo03 POV

F ¥ 11m0m003 RENTAL CAR

F ¥ 12003 PERSGNAL CALLS-DOMESTIC

F ¥ 120003 RENTAL CAR

F ¥ 12020003 PERSGNAL CALLS-DOMESTIC

F ¥ 12020003 RENTAL CAR

F ¥ 1203m003 PERSGNAL CALLS-DOMESTIC

F ¥ 12032003 REMTAL CAR

F ¥ 12map003 PERSCNAL CALLS-DOMESTIC

F ¥ 12map003 RENTAL CAR

F ¥ 12052003 FOY

F ¥ 1z2nso003 RENTAL CAR 30.00
Total: 226.50

e e W i

1. Click on each link on the Document Processing Toolbar on the left side of the page to
review the information in the Document Summary page for Trip Number 1. All
information from the Authorization was copied to this Voucher except for the Lodging
expenses, which have been zeroed out.

2. Click the Ticketed Trans link on the Document Processing Toolbar on the left side of
the page. The Ticketed Transportation page will be displayed.
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D. TICKETED TRANSPORTATION

Ticketed Transportation for Youcher 24-AL113003LT

Quick Tip For this Document you can:

To enter ticket information, click Add. Previously entered ticket information can be edited Add | Ticket
[Pencil icon) or deleted (X icon).

Backl Continue I

Ticket Mo CR =
F 3 Seetinerary 1 1130003 350.00 no

1. Review the ticket information. This information should remain for Trip 1.

2. Click the Expenses link on the Document Processing Toolbar on the left side of the page.
The Expense Entry page will be displayed.
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Expense Entry for 24-AL113003LT

Quick Tip

The Arrosy icon indicates & reguired fisld, Click Save to save the current
expense and refresh the screen so a new expense can be added.

Date @ [17,30,2003

[mmiddiypuy]

Expense Type |

=

Expense
Description L I

Miles I—
Traveled
I j‘
Selection
Rate I
Cost@l

Comments

CONSTRUCTED VOUCHER

For this Document you can:

4 Use Quick Expense
k> Use Foreign Calculator

2 Lookup Credit Card Expenses

Save ICurrent Expenze

Done I Entering Expenzes

Backl Continue I

D Reimbursable

D Taxable

Expense
Category

— =

Pmt
Method

Vendor I - i

=

Current Expenses

1103002003
A1 /3002005
1173002003
12001 /2005
120172003
1200202003

AR

Expensze

PERSOMAL CALLS-DOMESTIC
Py

REMTAL CAR

PERSOMAL CALLS-DOMESTIC
REMTAL CAR

PERSOMAL CALLS-DOMESTIC
RFMTAI CAR

Review the expenses in the Current Expenses area. Taxi expenses should remain for

Trip 1.

a. Click the Pencil icon "] to edit any Current Expenses records for modifications.

b. Click the X icon to delete any Current Expenses records.

Click the Lodging/M&IE link in the ‘For this Document you can:’ area in the top right.

The Lodging/M&IE page will be displayed.

04/21/04 TM-2, V2.0
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F. LODGING/M&IE

Lodging /M&IE for 24-AL113003LT

Quick Tip
An asterisk (7] in the Special column indicates that & condition has been selected in
the Advanced LodgingMASIE windows .

For this Document you can:
Delete All ILodging and MEIE expenses
Back I Continue I

dging/M&IE Data

ki
q
o
a

& 120103 = [
& 12/02m3 &
& 12103m3 =
& 121043 | [E
& 12105m3 = [

1. Lodging costs are zero on the voucher unless actuals or overrides were entered on the
authorization. The Lodging expenses must be entered and will be the same for both

trips.

2. Click the Pencil icon [] next to the first Lodging record. The Update Lodging and
M&IE Expenses page will be displayed.

Update Lodging and M&IE Expenses for 24-AL113003LT 1 1;‘30/03

For this document you can

Hext I Expense

Save | Expenze Changes
Override ILodging and MEIE

Cloze | without Saving Changes

Quick Tip
For thiz lodging day, you can edit specific actuals, leave data, meals provided status,
lodging smount, and it desired apply these changes forvard using the apply through tool,

Lodging

Per Diem Rate: 67 /38
Lodging: |E?’.DD

Options I

Conf Info

Conference Allowance

[T Conference Allowance
Conference Rate:

Actuals

— Lodging
Limit: 0.00

[T Meals
Breakfast: 0.00
Lunch: 0.00
Dinner: 0.00
Incidentals: 0.00

Leave Data
% Hone
" Annual

" Other
Hours: 0

[ Breakfast

[ Lunch
[ Dinner

3. Click in the Lodging field and type the lodging cost the traveler paid.

4. Click the Calendar icon in Apply through Date area to the right of the Lodging
field and select the last day of travel.
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5. Click the Expense Changes button in the ‘For this Document you can:’ area in the
top right. The Lodging/M&IE page will be redisplayed with the lodging costs entered.
Notice the last day has no lodging amount as this is the return day.

Lodging /M&IE for 24-AL113003LT
Quick Tip For this Document you can:

An asterisk (*)in the Special column indicates that & condition has been selected in
the Advanced Lodging/MAEIE windowe . Delete All ILodging and MEIE expenses

BackI Continue |

weplicate oy Cos h & |E Allowwed Fer Diem Rate

Lodging/M&IE Data

A

& 1130003

F 120 03 [ 67.00 67.00 38.00 67 /38
& 120203 57.00 67.00 38.00 57 /38
& 120303 57.00 67.00 38,00 57 /38
& 12mams [ 57.00 67.00 38.00 57 /38
& 120503 [= 0.00 0.00 2550 57 138

6. Click the Accounting link on the Document Processing Toolbar on the left side of the
page. The Available Accounting Codes page will be displayed.
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G. ACCOUNTING

Available Accounting Codes for 24-AL113003LT

Quick Tip For this Document you can:
once two or more accounting codes are selected, the Allocation button is enahled. Change |tD &, Differant Organization

Enter Search Criteria Add | Mew Accounting Cade

Accounting Code | Search Retrieve Backl Continue

Master Accounting Codes Cli ourting Lakel to add to Document
Prev 10 Hext 10

24 DO9020HET S5 AK2S 090-20-1T. SAEXZ2Z20040, . ... ...
24 L0020 2002824 090-20-44 SAERZZ2004D. .. .. ..
24 D020 201 AW24 090-20-CC. SAEKZ220040. .. .. ..
24 DO020HH205F 24 090-20-0), SFCHZ2004D. ... ...
24 DO9020KE211AX24 090-20-RR, SAEX220040, ., .. ..
24 DO9040 01 34K 090-40-1M. SAEXZ220040. . .
24 DO90S0H 034424 090-50-1M. SAEXZ220040 . .. .. ..
24 DO9O7OXE020F 24 090-70-2R. SFCX220040. . ... ...
4 DFANSSWHO1 78K 24 TAN-55-PP SAF W 2N040

g Codes for 24-AL113003LT

( cation Code

‘:? x 24 DV1I0G1RM0148K24 T10-61-76. SAEXZ20040. . . FC400000. 2123, .. Extended
& ot ¥ peiete
1. Review and make any necessary changes to the accounting code information.
a. Click the Pencil icon [*] to edit any Accounting Code records for modifications.
b. Click the X icon to delete any Accounting Code records.

2. To add another account code:

a. Select M to a Different Organization.

Change Organization for Accounting Codes

% Quick Tip For this Document you can:

To list all organizations, click Search.
Search |An Organization's Mame

Cancel IThisWindoW
Organization Hame © |24

Search

b. Type 24 in the Organization Name field that comes up. Click the button.

Change Organization for Accounting Codes

% Quick Tip For this Document you can:

To list all organizations, click Search.
An Crganization's Mame
Cancel | This window
Organization Hame © |24

Organization List Click on an tem to select it
Search Results

Crganization Mame Crganization Code

24.m 2

2
H
B
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c. Select 24 under the Organization Name. The list of available accounting codes will
now be visible. Select the appropriate accounting code label from the list.

3. Be sure to allocate the funds if more than one accounting code is selected. Use the
Allocate link to the right of the accounting code.

4. Click the Totals link on the Document Processing Toolbar on the left side of the page.
The Total Details page will be displayed.
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H. TOTALS

Total Details for 24-AL113003LT

Quick Tip
If necessary, enter changes and click Ok,

Hon-reimbursable Expenses:

Total Amount Claimed:

Gov't Advance Outstanding: ID. oo
Gov't Advance Applied: ID. uli]

Expenses on Gov't Charge Card: 0.00

Add’'l Gov't Charge Card Payment: ID. oo

Total Gov't Charge Card Amount: 0.00

Pay to Gov't Charge Card:

For this Document you can:

Calculate | Mew Totals for Document

BackI Continue |

1,120.50
0.00

1,120,850

.00

1,120.50
[Due Gov't if negative)

0.00
1,120,850

[Totals are based ontrip 1)

Expense Category Details

1* COM CARIER
il LODGING

1+ MEIE

il MILEAGE

1% PERZON CALL
il REMTAL CAR

* denotes lovwest cost trip for constructed voucher

Organization

24
24
24
24
24
24

Account Label

D71061 X401 428 X24
D71061 X401 48 X24
D71061 X0 44x24
D71 061 X401 42 %24
D71 061 X401 4424
D71061 X401 428 X24

335.00
202,00
36.50
10.00
180.00

1. Review the Total Details for Trip 1. Note the expenses in the Expense Category
Details area at the bottom of the page are for Trip 1 and the net due the traveler.

2. Click the Comments link on the Document Processing Toolbar on the left side of the
page. The Comments page will be displayed.

04/21/04 TM-2, V2.0
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I. COMMENTS

Comments for 24-AL113003LT

Quick Tip For this Document you can:
Click Applyj and p_rese‘t comments are inzerted into the Comments fie_ld. Comments can also Apply | e e
be typed directly into the comments field. Comments apply to the entire document.

I _Save | Comments
Comments [;ocher due & days after completion of -

your trip. Back | Continue |
Cloze | without Saving Comments

=

1. Review and make any necessary changes to the comments. Identify any changes to the
expenses that were authorized, not the regular expected expenses that are being added to
the voucher.

2. The comments assist the approvers and auditors in processing the voucher.

NOTE

The _#pely | Preset Comments button, in the ‘For this Document you can:’ area in the
top right, will clear any comments that are in the field.

3. Click the Document Status link on the Document Processing Toolbar on the left side of
the page. The Status page will be displayed.
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J. DOCUMENT STATUS

Status for 24-AL113003LT
% Quick Tip For this Document you can:

The Signature PIM iz case sensitivel
Stamp |and Submit Document

Status to Apply [ TRAVEL AGENT =l
Signature PIN |
Remarks ﬂ

Document Routing
Mame
Traveler, Leif SIGNED a

Document History

042104 337PM EST CREATED AAROMN BLACK

1. Review the status of the voucher. Notice the default Status to Apply is “SIGNED”.

2. Click the Perform Pre-Audits link on the Document Processing Toolbar on the left side
of the page. The Pre-Audit Results page will be displayed.
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K. PERFORM PRE-AUDITS

Pre-Audit Results for 24-AL113003LT

Quick Tip For this Document you can:
Click the Magnitying Glass iconto view detail comments for each audit process. Justify |pre_sudit Results
Document Name: 24-21113003LT Close |Pre-Aud'rt Results

Type: “oucher
Traveler: Traveler, Leif
Status: FalL

Pre-Aundit Resulis

e e e R = e e i e e
IL &CCT CODES BUTHRZED FREE
Dn.il.‘-'Tl.llL MULTFLIER PRES
By acTuais gxist FASE
[By arPuEr: acvance FEEE
By srrnovaL e mmaveLn FREE
mn#PPHIZWEIII BY TRAMVELRD FaEE
[ srrROVED BY TRAVELRS PARES
[B sutHoREATION E1IET PSS
By comrerENCE ALLDWANCE PRES
[B\ coer comramsou L
El- COET LESE COM. CARA FREY
Dﬂ*ﬁlu" EXFEMEE THRESH FaEE
By et Pur METHOD USED PAGSS
By puPLcaTE T4 NUMBER: PASE
[By excr cor w vaniance FREE
IEH-_M- CRTESORYT USED Fagd
IE- EXP CATESORY UBEDH FRES
m-ExP CATERORY UBEDE PAES
By exrensE caTEoORIES PSS
[By cmronmy cLzanme L1
E"-I.E-'\-'-'E AUTHOREZED FASS
(B ek gximTs Pass
B wintasr FERsOMNEL PASS
(B crwen exrenses PagE
[y erenmine FaAE
(B pen piew Lot At pags
B-PEPH':IIIH-IL PEO - KE' L e
&PHT BEETH &UTHOREED: PASS
&Tknui;_ [HTE OVERLAF FASS
[B4 hiavEL wonEs pass
[B TRavEL wopEs AuTiEsT PASS
(& trir pares £ Lacs L
B trir punarion Fadg
&TMP DURATIONT Pasgs
&an FURPOSES PagS
(B Thir TrPES PAGS

1. Review the Pre-Audit Results for Trip 1. Because all the expenses had been approved

on the Authorization, the Status is ‘PASS’.

2. Click the Document Summary link on the Document Processing Toolbar on the left side

of the page. The Document Summary page will be displayed.
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L. DOCUMENT SUMMARY

Document Summary for Youcher 24-AL113003LT

Quick Tip For this Document you can:
For specific information, click on & Details link. You can sign and stamp your document from the Documert
Documert Status section.

Trip Humber 1 Continue | Entering Document

Travel Authorization Humber I Close |Currerrt Document

Traveler Details 240-00-0031, Leif Traveler

Purpose Description Shuttle Support
Hinerary Details *NASA MARSHALL SPACE FLIGHT CENTER,AL 11/30/03 - 12/05/03
Ticketed Trans Details $350.00

Quick Expense

J xR 200
g % 1soeoos POV 18.25
g ¥ 1sooos RENTAL CAR 30.00
4 ¥ 1zoe00s FERSONAL CALLS-DOMESTIC 2.00
J % 12008 RENTAL CAR 30,00
4 ¥ 1zozeoos PERSONAL CALLS-DOMESTIC 2.00
g % 1zo2eos REMTAL CAR 30,00
g ¥ 1zoseo0s FERSONAL CALLS-DOMESTIC 2.00
g ¥ 1zoseoos RENTAL CAR 30.00
J % 1200003 PERSOMAL CALLS-DOMESTIC 2.00
4 ¥ 1zneco0s RENTAL CAR 30.00
g R 1zoseoos POV 18.25
g ¥ 1zuseoos RENTAL CAR 30.00
Total: 225 50

Lodging/M&IE Details $544.00
Accounting Details Summary

D7 1061 X001 4424 1,120.50
Total: 1,120.50

LUERRLETRYT o105 Summary

Amount Claimed 1120050
Mon-Reimbursable Expenses 0.00
Advance Anolied 0.00

1. Review the information in the Document Summary page for Trip 1.

2. Click the Trip Number link on the Document Processing Toolbar on the left side of the

page. The Trips page will be displayed.

04/21/04 TM-2, V2.0
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TRIP 2

Trip 1 will be copied to Trip 2 and the appropriate expenses changed in Trip 2 to reflect the
use of the traveler’s Privately Owned Vehicle (POV).

M. TRIP NUMBER

Trips

Quick Tip For this Document you can:
To add & trip to this document, click Add.

rips for 24-AL113003LT

=4 CHST TRAMNG 11/3003 1205005

Add | Trips

Cancel | Trips Window

1. Click the Copy Trip button next to the Trip No 1 link. The Copy Trips page will

be displayed.
Copy Trips
% Quick Tip For this Document you can:
To accept the default, click SAVE.
Save | e Trip
Copy From Trip |1
Close | without Saving
Copy To Trip |2_

2. Click the EI New Trip button, in the ‘From this Document you can:’ area, to save the
new trip. The Trips page will be redisplayed. Notice that trip1 has been copied to trip 2.
Both trips will be identical until changes are made to Trip 2.

Trips
Quick Tip For this Document you can:
To add & trip to this document, click Add.
Add Trips
rips for 24-AL113003LT
i e T Cancel | Trips Window
®E 1 CHST TRAIMING 11 430003 125003
®E 2 CHET TRAMNG 1143003 120503

3. Click on the 2 link in the Trip No area. The Document Summary page of Trip 2 will
be displayed. All of the data entered can be viewed from this page. Click any link within
the document to view details and to make changes.

NOTE

To switch between trips, click the Trip Number link, on the Document Processing
Toolbar on the left side of the page, and click the desired trip number in the Trips page.
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N. DOCUMENT SUMMARY

Document Summary for Voucher 24-AL113003LT

g Quick Tip For this Document you can:
Far specific information, click on a Details link. You can sion and stamp your document from the Save | Documert
Document Status section.
Trip Humber 2 Continue I Entering Document

Travel Authorization Humber I Close | Current Document

Traveler Details 240-00-0031, Leif Traveler

Purpose Description Shuttle Support
Hinerary Details *NASA MARSHALL SPACE FLIGHT CENTER,AL 11/30/03 - 12/05/03
Ticketed Trans Details $350.00

Expense Details SVRPRRLTOINENY

Quick Expense m e Date Expense & mourt]
i x 1143002003 PERSOMNAL CALLS-DOMESTIC 2.00
J ¥ 102003 FOY 1825
i x 11430/2003 REMTAL CAR 30.00
i x 12i01/2003 PERSONAL CALLS-DOMESTIC 2.00
ﬁ’? x 12i01/2003 REMTAL CAR 30.00
g’ x 120272003 PERZOMAL CALLS-DOMESTIC 2,00
i x 120272003 REMTAL CAR 30.00
f x 12/03/2003 PERSONAL CALLS-DOMESTIC 2.00
f x 12i03/2003 REMTAL CAR 30.00
i x 12i04/2003 PERSONAL CALLS-DOMESTIC 2.00
i x 12i04/2003 REMTAL CAR 30.00
F ¥ 12oszoos POY 18.25
i x 120572003 REMTAL CAR 30.00
Total: 226.50
Lodging/MR&IE Details $544.00
Argouriing fetuix nting Summary
D71 061 R0 4424 1,120.50
Total: 1,120.50

Amount Claimed 112050

Mon-Reimbursable Expenses 000

Acvance Applied o.0o

Pay To Charge Card 000

1. Review the information on the Trip Number 2 Document Summary page. Notice all the
information from Trip 1 has been copied to Trip 2.

2. Click on the Itinerary Details link in the Document Summary page. Note the Type for
Trip 2 is CNST.

Auth Date [75,1 7203
[mmiddiyyyy]

Type |CNST -]
TripHNo 2

3. Click the Ticked Trans link on the Document Processing Toolbar on the left side of the
page. The Ticketed Transportation page will be displayed.
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O. TICKETED TRANSPORTATION

Ticketed Transportation for Voucher 24-AL113003LT

Quick Tip For this Document you can:

To enter ticket information, click Add. Previously entered ticket information can be edited (Pencil icon) Add | Ticket
or deleted (X icon].

Back | Continue |
Ticket Mo 2ep Date pe Cios e Arrive CR C
J 3 Seetinerary 1 11/30003

1. Click the X icon to delete the ticket information.

IR

2. Click the button in the pop-up confirmation message window to agree to
delete the ticket information.

3. Click the Expenses link on the Document Processing Toolbar on the left side of the page.
The Expense Entry page will be displayed.
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CONSTRUCTED VOUCHER

P. EXPENSES

Expense Entry for 24-AL113003LT

Expense Type

The Arrovy icon indicates & required field. Click Save to save the currert expense and
refresh the screen so & newy expense can be added

Date @ 1772072003

| =l
—
—

— =

rate [
cost@[ |

For this Document you can:

g Use Quick Expense
g Use Foreign Calculator
DLuoku Credit Card Expenses

Currert Expense

Done IEmenng Expenszes
Back Continue |

L1 reimbursable

1 raxable

Expense
Category

Pmt
Method I =

Vendor -

Current Expenses

:

11/3052003 PERSONMAL CALLS-DOMESTIC

11/30:2003 PO

11/3002003 REMNTAL CAR

12/0102003 PERSONAL CALLS-DOMESTIC
1200142003 RENTAL CAR

120202003 PERSOMAL CALLS-DOMESTIC
120202003 RENTAL CAR

12/03i2003 PERSONMAL CALLS-DOMESTIC
120352003 REMTAL CAR

2.00
1625
3000
200
30000
200
30000
200
30.00

1. The expenses for Trip 2 must be changed to reflect the mileage for the Traveler’s POV

instead of the ones for the air transportation.

a. Click the X icon next to each taxi or rental car expense and the
button in the pop-up confirmation message window to agree to delete the expense

information.

2. Click the Use Quick Expense link on the Document Processing Toolbar on the left side
of the page. The Quick Expense Entry page will be displayed.
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Q. QUICK EXPENSE ENTRY

—

Quick Expense Entry

¢ Date Rate oot ]
1 BB [0 [ =l [ [ B |
2 BE s f =1 [ [ B |
3 BE [110m: | =l I I Be |
+ BB Mavm f =l I | E
s BB [1a0ms f = | I E
5 BE [avm f =1 [ [ B |
7 B a0 [ =l I I Be |
s BE [120ms I | | I E
s BB [11730m3 f = | I E
1w @ [0 f 1=l I I B |

Current Expenses
LA cion

1143042003 PERSCOMAL CALLS-DOMESTIC 2.00
12001 /2003 PERSCOMAL CALLS-DOMESTIC 2.00
1200202003 PERSCOMAL CALLS-DOMESTIC 2.00
1200372003 PERSCOMAL CALLS-DOMESTIC 2.00
1200452003 PERSOMAL CALLS-DOMESTIC 2.00
Total: 1000
NOTE

Use Quick Expense to ADD expenses. Do not use to modify expenses.

1. The page is divided in half. Each half is scrollable.

2. The top half contains 10 rows for quick expense entry. The bottom half displays a list of
current expenses that are on the document.

3. Onrow I, review the date to be sure it is the appropriate date during the travel.

a. Select POV - ($.365) from the Expense Type drop down list.

b. Enter the mileage to the destination in the Miles column for the expense.

c. Onrow I, click the Copy Expense icon to copy the expense from row 1 to row
2.

4. On row 2, click the Calendar icon next to the Date field and select the day the
expense was incurred. The date can also be modified in the Date field.

5. Click the _Save | Expenses button in the ‘For this Document you can:’ area in the top
right. The Quick Expense Entry page will be displayed with the expenses listed in the
Current Expenses area at the bottom of the page.
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Quick Expense Entry for 24-AL113003LT

Quick Tip For this Document you can:
Enter up to 10 expenses at once. Previously entered expenzes can be edited (Pencil icon) or deleted (X
Save |Expenses

icon).
Done |Entering Expenses

Quick Expense Entry
EZI:atEe wpense Type F-::ate t
1 BE [12/05m3

I
: BE[zmm @ |
s RE[em @ |
«BE[EEm @ |
s RE[Tmm @ |
s RE[TEm @ |

I
|
I
|

7 BE [z [E
s BE[osme [E
s BE [z [EH
1w Elzen E

Bl Gl el el
LT I ST

Current Expenses

f x 11/£3002003 PERSOMAL CALLS-DOMESTIC 2.00
# 3% 11a02003 PO 71321
F 3 12m2003 PERSOMAL CALLS-DOMESTIC 2.00
F 3 12mzo002 PERSOMAL CALLS-DOMESTIC 2.00
F 3 1z2namooz PERSOMAL CALLS-DOMESTIC 2.00
f x 120452003 PERSOMAL CALLS-DOMESTIC 2.00
F 3% 12052003 PO 71321
Total: 1,436 42

6. Click the _Done | Entering Expenses button in the ‘For this Document you can:’ area in
the top right. The following message window will be displayed.

This will send wou ko the Document Summary Screen,

Ik, I Cancel

@ ¥ou have nok entered any expenses, would you like ko continue?

7. Click the button in the pop-up message window. The Document Summary
page will be displayed.

8. Click the Lodging/M&IE link on the Document Processing Toolbar on the left side of
the page on the Document Summary page.
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R. LODGING/M&IE

Lodging/M&IE for 24-AL113003LT

Quick Tip For this Document you can:
An asterizk (*) in the Special column indicates that 5 condition has been selected in the
Advanced LodgingMEIE windaw:. Delete All |L0dging and MEIE expenses

Backl Continue |

Lodging/M&IE Data

Date F'er' Diem Rate
& 115003 & ] 2650 67 /38
F 12003 iy E 67.00 67.00 38.00 67 135
I 1202103 ® B 67.00 67.00 38.00 67138
F 12m3m3 11 B 67.00 67.00 38.00 67133
& 120403 ® B 67.00 67.00 38.00 67 /35
7 120503 ] E 0.0 000 26 50 67 138

1. Review the information on the Lodging/M&IE page. The information for Trip 2 should

be the same as for Trip 1.

2. Click the Accounting link on the Document Processing Toolbar on the left side of the

page. The Available Accounting Codes page will be displayed.
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S. ACCOUNTING

Available Accounting Codes for 24-AL113003LT

For this Document you can:

Change |t0 A Different Organization

Enter Search Criteria Add | New Lccounting Code

Accounting Code I Sealchl Retrieve | Backl Continue |

Master Accounting Codes it
Prev10 Hext 10

Quick Tip
Once tywo or more accounting codes are selected, the Allocation button is enabled.

24 DO020R205F 24 090-20-JJ. SFCH22004D. ... ...

24 DO020H21 1 AX24 090-20-RR. SAEXZ2004D. . ... ...
24 DO040H0T 3424 090-40-1M. SAEXZ2004D. ... ...
24 DOSOSOXAO34AX24 090-50-1h. SAEXZ22004D. . ... ...
24 DO07OXHO020F 24 090-70-2R. SFCK220040. ... ...
24 DF1055XH01 2424 710-55-PP. SAEK220040. .. .. ...

Accounting Codes for 24-AL113003LT Cl 1 item to edit/delete it

QO tion ation Code
f? X 24 DV10E1XK0144X24 710-61-76. SAEX22004D. . . FC400000. 2123, .. Extended

& edt ¥ pelete

1. Review the accounting codes. The information for Trip 2 should be the same as for Trip
1.

2. Click the Totals link on the Document Processing Toolbar on the left side of the page.
The Total Details page will be displayed.
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T. TOTALS

Total Details for 24-AL113003LT

Quick Tip For this Document you can:
If necessary, enter changes and click Ok, Calculate | Hew Totals for Document

Backl Continue |

Total Expenses: 1,120.50
Hon-reimbursable Expenses: 0.00

Total Amount Claimed: 1,120.50

Gov't Advance Outstanding: ID.DD
Gov't Advance Applied: ID_DD 0.00

Het to Traveler: 112050
[Due Gov't if negsative)

Expenses on Gov't Charge Card: 0.00

Add’l Gov't Charge Card Payment: ID.DD

Total Gov't Charge Card Amount: 0.00

Pay to Gov't Charge Card: 0.00
Pay to Traveler: 1,120.50

(Totals are based ontrip 1) L@

Trif Fal! ory Crganization Account Label Ao
1* COMCARIER 24 D7 1061 x01 42H24 F50.00
1* LODGIMG 24 D7 1061 Xx01 42524 335.00
1* MEIE 24 D7 1061 A01 4224 209.00
il MILEAGE 24 D7 1061 Xx0142H24 36.50
1* PERSOMN CALL 24 D7 1061 A01 4224 10.00
il REMTAL CAR 24 D7 106140142524 180.00
2 LODGIMG 24 D7 1061 A01 4224 33500
2 MEIE 24 D7 1061 XA01 42524 209.00
2 MILEAGE 24 D7 1061 x01 42H24 1,426.42
2 PERSON CALL 24 D7 1061 Xx01 44524 10.00

* denotes lowwest cost trip for constructed voucher

1. Note the statement ‘(Totals are based on trip #)’ in the middle of the page and that the
Expense Category Details list shows expenses for both trips. Asterisks ‘*’ appear
beside the expenses for the lowest cost trip.

2. Note also that in the fictional trip to Marshall, AL in the screenshots, the traveler will
only get paid for the least expensive trip denoted by the *’s. They will only be
reimbursed for $1,120.50, not the more expensive Trip #2 cost.

3. Click the Comments link on the Document Processing Toolbar on the left side of the
page. The Comments page will be displayed.
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U. COMMENTS

Comments for 24-AL113003LT
Quick Tip For this Document you can:

Click Apply and preset comments are inserted into the Comments field. Comments can also be typed e T
directly into the comments field. Comments apply to the entire document.

Save |C0mments
Comments Toacher due & days after completion of ;I
your trip. Deleted sirfare and taxiftip Backl Continue |
expenses to replace with POV nileags
for Trip z.| Cloze Iwi‘thout Saving Comments

.|

1. Identify any changes to what was already authorized. Type the following below the
existing statement, ‘Deleted airfare and taxi/tip expenses to replace with POV
mileage for Trip 2’.

2. Click the Perform Pre-Audits link on the Document Processing Toolbar on the left side
of the page. The Pre-Audit Results page will be displayed.
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V. PERFORM PRE-AUDITS

1.

Pre-Audit Results for 24-AL113003LT

Quick Tip
Click the Magnifying Glass icon to view detail comments for each audit process.

Document Hame: 24-AL113003LT
Type: Woucher

Traveler: Traveler, Leif

Status: FAIL

For this Document you can:

Justify |Pre-Aud'rt Resutts

Close IPre-Aud'rt Results

Pra-fudit Resils

Buscer coves suthrzss
m.ﬁ:TuAL MULTIPLER
Igﬁl.'l uaLs sy

[ appuUED anvance

m APPRACVAL BY TRAVELRY
[Bx cpproven b TRaVELSD
[ arPROVED B TRAVELES
&AUTHDEEA.TIDH EXET

Ig- COMFERERCE Al LOwamCE

(B cosT comraszon

m COET LESS COM. CARR
(B sty ExpEnzE THRESH
(B et 2wt WETHAD USED
m DUFUCATE TA RUMBER
m EXP CAT ® VAHISHCE
Buexe catesomy usen
E‘ EXP CATESDREY LSED
[ exp coremony ussee
[ ExPENSE CaTESORIES
m‘mm CLEARING

Ig LEAME AUTHORIZED

[Bx L Eave EsTs

m WHILUTARY PERSOHRKEL

B oreien marenses

B ovemmne

m‘ FER DIEM LOC AUTH
Dn-hu';l;mm_ THFD - Y

& FHT BETH AUTHIRIDED
Ig TREVEL DATE OVERLAP
[ vreveL mooes

m TRAVEL MODES ALTHEZT
Ig- TRAVEL MOCES AU THEID
(B TrivEL MOES ATHE:
& TRAVEL MODES AU THEZT
|$ TRIF BATES S LOCES

[ TRie pumaTION

2

HWODE HOT ALTHORIZED: 1 FOC
WOBE HOT ALTHORIZED: 1 P0G
WODE HOT AUTHORIZED: 1 POL

WODE HOT AUTHORIZED: 4 PO

If any audit fails, the word “FAIL” will be in the Status column. A comment describing
the failure will appear in the Comments column as shown above. A fail may actually be
a warning to draw attention to a particular process to ensure the preparer or signer has
entered/reviewed the data correctly.

NOTE

Adding expenses to the voucher that were not previously authorized on the
authorization may cause an audit failure, which will bring the expenses to the
attention of the Approvers and/or Reviewers.

Click the Document Summary link on the Document Processing Toolbar on the left side
of the page. The Document Summary page will be displayed.
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W. DOCUMENT SUMMARY

1. Review the Document Summary. Click any links to view details.
2. To print the voucher:
a. Click on the Preview Document link on the Document Processing Toolbar on the left

side of the page.

The browser will launch a new window over the existing window. The travel
document may be reviewed on the screen or printed. Use the scroll bar to see the
additional pages.

04/21,/04 VOUCHEE Voucher 24-AL112003LT
PAGE 1 ** Read Priwacy Act On Last Pags ** TA Hum:

1) MAME: Traveler, Leif S5N waww*0031

ADDR.: PHCHNE

MATL CD
Regidence, US 1234%5 CRG: 24-AL
TITLE

DUTY: HASA TZ: & SEC CLR

RES: Regidence, US CARD: CRRD HOLDER

HOURS: &

Prepar=d Ey Mary 4-1234 Location a9
2] FROM TO TA NUMBER TA DATE TRIF PURPOEE TRIP TYPE
11/30/2003

12/05/2003
12/01/2003
TRAINING CHST

3} GTR/TICEET NO VRELUE CR (LS LATE FRCH TO
See Itinerary 1 350.00
4) ACCOUNTING CLASS OCDE TRIFP 3 TRIF 2 1-CHSTRCT |5) FIMBNCE OFFICE
DT1061XX014RAKE4 1880.42 1120.50
T10-61-76.5AEX22004D. ... FC400000.2123...
&) NON-REIMBURSARLE EXFENSES -
TOTAL BMOUNT CLAIMED -------------------ommmmm- 1120.50

ADVANCE OUTSTANDING ----- 0.00
ADVAENCE APPLIBD --------- 0.00
HET TO TRAVELER (QOVT) -c-cmmmmmcmcmmmmmmm e e e

=Copyright 1998 Geleco Information Hetwork &30,
I certify that this Voucher is trus and c‘c-rrec‘t to the beat

of my knowledge and belisf, and that payment or credit has VOUCHER NO:
not been received by me. I hereby assign the United States
any right I may have against any parties in ceonnecticn, with| SCHEDULE MO

reimburzable transportation charges described above, pur-
chazed undsr cash payment procedurses (41 CFR Part 301-10).

7) TRAVELEE ZSIGHATUERE

Thig Vouchsr iz approved. Long distance telsphone calls,
if any, are certified as necessary in the intersst of the
Governmsnt . (llote: If long digtance telephone calls ars
included, the approving official must hawe been authorized
in writing by the head of the department or agency to ao
certify (31 U.5.C. &80a)).

9) APPROVED, LATE

Page 1 of a Voucher

CERTIFIED EX:

109
CARSH RECEIPT DATE

EMOUNT 3

SLGHATURE
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04721704 WOUCHER Voucher s 24-AT113003LT
ERICE 2 ** Read Privacy Act On Last Pags ** |Traveler kkk kR3]
{11 ITINERARY AND TRANSPCRTATION EXPENSES - TRIFP HO 1
DATE TIME DEPARTED /ARRIVED LOCATICHS MILDE Q03T DESCREIFTICN
1173042003
D-RES: Reaidence, US
1173042003
A-*MARSA MARSHALL SPACE FLI
11/30/2003 ARIR 350.00 COMMBRCIAL AIR
1173042003 1ROC 18.25 pov
Milsaga: EO Rabe: (3EE
11/30/2003 RC 30.00 REMTAL CRR
2/01/2003 RC 30.00 REWTAL CRR
12/02/2003 RC 30.00 REMTAL CRR
1270372003 RC 30.00 REWTAL CRR
12/04/2003 RC 30.00 REMTAL CRR

2/05/2003
D-*HASA MARSHALL SPACE FLI

12/05/2003
A EEZ: Rezidence, US

12/05/2003 RC 30.00 REWTAL CRR
12/05/2003 1BGZ 18.25 pov
Milgaga: 50 Rate: (3E5

ACTUAL LODGING MERLE M:IE P-DIEM

CATE LODGING ALLOWED B L D ALLOW RATE QOTHER EXPENSES AMOUNT
11730 67.00 67.00 28.50 B7/38 0.00
11730 DERSCMNAL CRLLS-DOMEST 2.00
lz2/01 67.00 67.00 38.00 &7/38 0.00
12701 DERSCNAL CALLS-DOMEST 2.00
12702 £7.00 67.00 38.00 &87/38 0.00
12702 DERSCMNAL CALLS-DOMEST 2.00
12/03 £7.00 67.00 35.00 &67/38 0.00
12703 DPERSCMAL CALLS-DOMEST 2.00
12/04 £7.00 67.00 35.00 &67/38 0.00
12704 DERSCMNAL CRLLS-DOMEST 2.00
12/05 0.00 0.00 2B8.50 &7/38 0.00
335,00 202,00 10.00

/ VOUCHER Woucher: 24-AL113003LT
ERIZE 2 ** Read Priwvacy ARct On Last Page ** |Traveler wkk kR3]
Page 2 of a Voucher
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/ WOUCHER 24-AL113003LT
PRCE 4 *% RBead Privacy Act On Last Pags ** |Traveler wewww (0031
{11) ITINERARY EMD TRANSPCRTATION EXPENSES - TRIP MO 2
LATE TIME DEPARTED/ARRIVED LOCATIONS MCIDE O0ST DESCRIPTICH
11/30/2003

D-REZ: Residence, US
11/30/2003
A-*MASA MARSHALL SPACE FLI
11/30/2003 1POC T13.21 pov

Hilsaga: 1254 Rakte: .3&5
12/08/2003
D-*NAER MARSHALL SPACE FLI

2/06/2003 1B 713.21 pov
Milaaga: 1954 Rata: 365

12/05/2003
& RES: Residence, US

TOTAL TERNSPORTATICH EXPEMNSES 1428 .42

(12)SUBSISTENCE RNMD OTHEE REIMEUESAELE EXPEMSES

ACTUAL LODSING MEALS M&LIE P-DIEM

DATE LODGING ALLOWED B L D ALLOW RATE OTHER EXPENSES AMOUNT
§7.00  €7.00 28.50 £7/38 0,00
PERSCNAL CALLS-DOMEST 2,00
67.00  67.00 38,00 £7/38 0.00
PERSCNAL CRLLS-DOMEST 2,00
/0 E7.00  &7.00 38.00 67/38 0.00
2702 PERSONAL CALLS-DOMEST 2,00
12/03 67.00  €7.00 38,00 67/38 0,00
12/03 PERSONAL CALLS-DOMEST 2,00
12/04 67.00  67.00 38,00 57/38 0.00
2704 PERSONAL CALLS-DOMEST 2.00
12/05 0.00 0.00 28.50 £7/38 0,00
335,00 209,00 10.00

==={13) COMMENTS : ==============

Voucher dus & daye after completion of your trip.

VERCIV=FATE TEL DRTE=11/01/02=Copyright 1995 Gelco Information Hetwork @5D, Inc.

Exception to SF 1012
WOTE: Falsgificaticn of an item in an sxpense account works a forfeiture of

claim (28 U.S.C. 2514) and mav result in a fine of not more than $10,000 or
impriscnment for not mors than 5 vears or beth (18 U.S.C. 287; i.4. 1001).

Page 3 of a Voucher
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In compliance with the Privacy Act of 1574, the following informaticn is prowv-
ided: Solicitation of the information on this form ie authorized by & U.S.C.
Thap. 57 as implemented by the Federal Travel Regulaticns (41 CFR 301-304),
E.0. 11609 of July 22, 1971, E.Q. 11012 of March 27, 1962, E.0O. 9397 of Nowv.
22, 1943 and 26 TU.2.C. &011(b) and &109. The primary purpose of the reguesated
information is to determins payment or reimbursement to eligible individuals
for allowable travel and/or relocation expenses incurred under appropriate
administrative authorization and to record and maintain costs of such reim-
bursements to the Government. The information will ke uaed by officers and
emplovess who have a need for the information in the performance of their
official duties. The informaticn may be disclosed to appropriate Federal,
State, local, or foreign agencies, when relevant to civil, crimimal, or regu-
latory investilgations or prosscutlons, or when pursuant to a reguiremsnt by
thiz agency in comnection with the hiring or firing of an smploves, the
igauance of a gecurity clearance, or investigationa of the performance of
official duty while in Government service. Your Sccial Security Account Hum-
ber (85H) iz soclicited under the authority of the Internal Revenue Code (26
T.5.C 6011 (k) and 6109) and E.C. 9397, How. 22, 1943, for use as a tax payer
and/or employese identification number; disclosure iz MBRNDATORY on wouchers
claiming travel; and/or relocation allowance expenas reimbursement which isa,
or may be, taxable income. Disclosure of your S5M and other requested infor-
mation iz woluntary in all cther instances; however, failure to provide ths
information (other than SSN) required to support the olaim may result in
delay or loss of reimbursement.
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04,/21/04 ACCOUNTING DETAIL Doz Mo 24-AL113003LT
Copyright 1998 Geloo Informatiom Network, Inc. |[Traveler, Leif **#*#*%3031

ACOOUNTING CLASS CODE TREIF 2 1-CHSTRCT

COM. CARTER - 350,00
LODSIMG- 33,00 335,00
M&IE- 205.00 205.00
MILERZE- 1,426.42 36.50
FERSON CRALL-DIMESTIC 10.00 10.00
EEMNTAL CRR- 180.00
DT1061XXO14R¥24 0.00 1,980.42 1,1z20.50

COrganization: 24
T1l0-61-7&.5AEX22004D. .. . PC400000.2123...

SPLIT PRAY DISBURSEMENTE:

TOTAL EXPENEES, 205 ot e i s i fe iy e 1,120.50
MON-REIMEURSABLE EXPEMSES - ---mmmmmmmmm e mm Q.00
TOTAL AMOUNT CLATMED - - - -m-mm e mmm e e mmm oo 1,120.50
@0V T ADVAENCE OUTSTANDING -- 0.00
@0V T ADVENCE APPLIED ------ 0.00
T 0,00
NET TO TRAVELER (GOVT) ---------mmmmmmmmmmmm 1,120.50
@0V T CHARGE CARD EXPEMSES - 0.00
@0V T CHARGE CRRD ATM ADV -- .00
A0D'L GOV'T CHARGE CRED PYMT 0.00
TOTAL GOV'T CHAERGE CARD AMT 0.00
FAY TO GOV'T CHARGE CARD- - —m - mmommmm e mmmm e e 0,00
FAY TO TRAVELER =---------cmmmmmmmmmmmcmmmem 1,120.50
STATUS DATE TIME SIGNATURE MAME
CRERTED 04/21/2004 3:57EM ARRON BLACK

I certify that the electronic signatures listed abowe are
valid and on file.

SIGHED CATE

Page 5 of a Voucher

c. Use the browser and/or reader Print button to print a copy of the travel document if
desired.

d. Close the Preview Document window by closing the browser and/or reader window.
The Document Summary page will be displayed.
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Document Summary for VYoucher 24-AL113003LT

% Quick Tip For this Document you can:
Far specific infarmation, click on & Details link. You can sign and stamp your document from the Documert Document
Status section.
Trip Humber 2 Continue | Ertering Document

Travel Authorization Humber I Close | Current Document

Traveler Details 240-00-0031, Leif Traveler

Purpose Description Shuttle Support
tinerary Details *NASA MARSHALL SPACE FLIGHT CENTER,AL 11/30/03 - 12/05/03
Ticketed Trans Details $0.00
Expense Details | SRPRTPEITIEN

F ¥ 11nozoos PERSOMAL CALLS-DOMESTIC 2.00
F ¥ 11p0m003 POV 71321
F ¥ 1zmizoos PERSOMAL CALLS-DOMESTIC 2.0
F ¥ 1zmzzo03 PERSONAL CALLS-DOMESTIC 2.00
F ¥ 1zmazoos PERSOMAL CALLS-DOMESTIC 2.0
F ¥ 12042003 PERSONAL CALLS-DOMESTIC 200
F ¥ 1zmszoos ROV 71321
Total: 1,436.42

Lodging/MS&IE Details $544.00
Accounting Details )

inting Summary

el ILE T )5 Summary

it
Amount Claimed 112050

Mon-Reimbursable Expenses 000
Advance Spplied o.00
Pay To Charge Card 0.00
Pay To Traveler 112050

Enter Comments “Youcher due 5 days after completion of your trip.
Document Status [, WP EOTESEINE

Document Status: CREATED Aw : Lei Stamp and Route |
[ATRAVEL AGENT .[l— =

3. In the Document Status area, at the bottom of the Document Summary page, perform
the following to stamp and route the document:

Change the Status to Apply value to “VOUCHER PREPARED BY”.
b. Click in the Signature PIN field and enter the appropriate PIN.

c. Click in the Remarks field and enter ‘Prepared for the Traveler’.

d. Click the ‘ SHEmD EE] BENE I button, on the right of the Document Status area at
the bottom of the page, to sign/stamp and route the document.

4. The Pre-Audit Results page will be displayed.

NOTE

If changes are necessary to the document, click on the _taneel | pre-Audit Results
button in the ‘For this Document you can:’ area in the top right. The document will
not be signed and will not route. The document can be modified.
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5. Click the _Continue | Stamping the Document button in the ‘For this Document you
can:’ area in the top right. The Signature certification page will be displayed.

Signature for 24-AL113003LT

Quick Tip For this Document you can:
If you agree wyith the statement, click Accept. If you do not agree, click Cancel. Accept |Signa’[ure o

Cancel | Stamping

"l certify that this voucher is true and correct to the best of my knowledge and belief, and that payment or credit has not been received by me.
vwhen applicable, per diem claimed is based on the average cost of lodging incurred during the period covered by this voucher. Mote:
Falsification of an item in an expense account works a forfeiture of claim (25 U.5.C 2514) and may result in a fine of not more than $10,000 ar
imprisonment for not more than 5 years or both (18 U.S.C. 287;i.d. 10017."

6. If in agreement with the signature certification statement, click the Signature
Text button in the ‘For this Document you can:’ area in the top right. The document will
be routed.

NOTE

If not in agreement, click the Stamping button in the ‘For this Document you can:’
area in the top right. The document will not be stamped and will not route.

7. Travel Manager displays the Travel Manager Main Web window.

8. Remember, the Traveler must login to Travel Manger and sign and certify the voucher to
route the document.

NOTE

All Lodging receipi(s), Registration receipt(s) and any one (1) expense over $75.00
claimed, including any backup documentation, must be sent to travel office for retention
and audit purposes.

When the document has been reviewed/approved by the Travel Office and interfaced with
the financial system, an e-mail message will be sent to the Traveler indicating that funds
will be available within 5 days if paid by Electronic Funds Transfer (EFT).
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X. OPEN DOCUMENT (VIEW/UPDATE)

1. Click the Open Existing Document link, on the Document Processing Toolbar on the
left side of the page. The Traveler Listing (Open Document) page will be displayed.

2. Enter one or more characters of the last name of the traveler and click the button,
located to the right of the last name field.

3. Click on the name of the desired traveler from the Traveler Listing (Open Document)
area.

Traveler Listing (Open Document) Document Search {(Open Document)

Type one or more letters of the traveler's last name

Quick Tip Document List Click on an entry ta select it
Traveler: Leif Traveler

and click Search. Then, click the traveler's name to
lizt all documents.

Authorization test

Enter Search Criteria B authorization 24-AL113003LT 11/30/03 SIGNED

Last Hame [trav B authorization 24-¥¥03268020 0326/2 CREATED *
24-AL113003LT 11430003 YOUCHER PREPARED BY
Document Type IALL -I B voucher

Click on an entry to select it

Search Results Prev 340 Hext 40

hiame

Traveler, Arthany 240-00-0071

Traveler, Bart 240-00-0072
Traveler, Chuck 240-00-0073
Traveler, Dylan 240-00-0074
Traveler, Erin 240-00-0075
Traveler, Faith 240-00-0076
Traveler, Garrett 240-00-0077
Traveler, Hillary 240-00-0078
Traveler, |zaiah 240-00-0079
Traveler, Julia 240-00-0080
Traveler, Kimberly 240-00-0051
Traveler, Lauren 240-00-0052
Traveler, Leif 240-00-0031
Traveler, Lester 240-00-0034
Traveler, Linda 240-00-0033
Traveler, Lovise 240-00-0032
Traveler, horgan 240-00-0083
Traveler, Mora 240-00-0034
Traveler, Octavia 240-00-0085
Traveler, Peooy 240-00-0036
TRAWVELERZ, &1 240-00-0101

4. All documents created for that traveler will be displayed in the Document Search (Open
Document) area on the right.

a. Documents that have been created but not routed will have CREATED in the Status
column.

b. Documents that have been created and routed will have various stamp values in the
Status column, some of which may be SIGNED, ADJUSTED, REVIEWED,
APPROVED, MGT REVIEWED or MGT APPROVED.

c. Documents that have been processed in the Travel Office and have completed
processing will have DATALINKED in the Status column.
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5. Click the document icon for the document created in the previous exercise. The
Open Document Signature page will be displayed if the traveler has signed the
document.

Open Document Signature

% Quick Tip For this Document you can:
The Signature PIN iz case sensitivel Sign | to Review Document
Signature for .m:ljus:tmentl Get | Document as Wiew-0nly
Cancel | Opening Document

6. The document can be opened one of two ways:
a. Enter the appropriate signature PIN and click the to Review Document button,
in the ‘For this Document you can:’ area in the top right, to adjust the document.
OR

b. Click the Document as View-Only button to open it as view only.

7. If the traveler has signed the document, click the Document as View-Only button,
in the ‘For this Document you can:’ area in the top right, to open the document as view
only. The Document Summary page will be displayed.

8. If the traveler has not signed the document, the Document Summary page will be
displayed. Use the scroll bar on the right of the Document Summary page to view the
bottom of the page.
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Document Summary for Youcher 24-AL113003LT

Quick Tip For this Document you can:
For specific information, click on a Details link. You can sian and stamp your document from the Save | Documert
Document Status section.

Trip Humber 1 Continue IEntering Document

Travel Authorization Humber I Close | Currert Document

Trawveler Details 240-00-0031, Leif Trawveler

Purpose Description Shuttle Support
iinerary Details *NASA MARSHALL SPACE FLIGHT CENTER,AL 11/30/03 - 12/05/03
Ticketed Trans Details $350.00

Expense Details [P RPAERETITNETN

Quick Expense <pense
g % oo PERSOMAL CALLS-DOMESTIC
J ¥ 1moooos ROV
J ¥ s RENTAL CAR
g ¥ 12012003 PERSONAL CALLS-DOMESTIC
g ¥ 12012003 RENTAL CAR
g ¥ 12m2m003 PERSOMAL CALLS-DOMESTIC
J % 12020003 REMTAL CAR
J %’ 12032003 PERSONAL CALLS-DOMESTIC
g ¥ 12032003 RENTAL CAR
g ¥ 1204003 PERSONAL CALLS-DOMESTIC
g ¥ 1204003 RENTAL CAR
J ¥ 12m52003 OV
g % 12052003 RENTAL CAR 30,00
Total: 226.50
LodgingMEIE Details $544.00
Accounting Details [ co Summary

D71061 X001 44 K24 112050
Total: 1,120.:30

maourt Claimed g
Mon-Reimbursable Expenses 0.00
Advance Applied 0.00

9. Click the Document Status link, on the Document Summary page, or on the Document
Processing Toolbar on the left side of the page to view the Status page for the routing
list. The Document History indicates the preparer has signed the voucher. The
Document Routing indicates the traveler needs to sign the voucher.

Status for 24-AL113003LT
g Quick Tip For this Document you can:

The Signsture PIN is case sensitive!
Stamp |and Submit Document

Back I Continue

Status to Apply [ TRAVEL AGENT = |

Signature PIN |

Remarks

Document Routing

Traveler, Leit SIGNED [u}

cument History
JatelTime
04/21/04 53:57PM EST CREATED AARCH BLACK

04/21/04 5:05PM EST WOUCHER PREPARED BY ALRON BLACK Prepared for the traveler

y for this document]

10. Click the Close Document link, on the Document Processing Toolbar on the left side of
the page, to close the document.
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