DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL CREATE TRAVEL AUTH.

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

CREATE A TRAVEL AUTHORIZATION

This document covers the steps to create an authorization.

Trip Information

1. Itinerary

An infrequent traveler leaves to attend Travel Manager training in Montgomery,
Alabama, from March 26 to March 30, 2002.

2. Ticketed Transportation
Round trip airfare is $350.00.
3. Other Authorizations

Taxi at TDY Authorized.

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

Page 1



DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL CREATE TRAVEL AUTH.

TABLE OF CONTENTS

A. CREATE A NEW DOCUMENT ......ccciiiiiiiieieeeeeee e

B. ITINERARY ..ot e s

C. ADD PER DIEM LOCATION TO TRIP.......cccceeoiiiiiiieieiieeeeeeeee e

D. UNLISTED LOCATION EXAMPLE.......cccciiiiiiiiiiiieceeeeeeee e

E. TRAVELER ...t

e

- EQ

=

Ko TOTALS et st ae

©c zZz g r

~

Portions of these materials are the copyrighted property of
Gelco Information Network GSD, Inc. This document may not be
distributed outside the National Aeronautics and Space Administration.

TICKETED TRANSPORTATION ....coooiiiiiiiiiiiie e
EXPENSES ...t e
LODGING/ME&IE ......ccoiiiiiiiiiniiieeeeteeecee ettt
OTHER AUTHORIZATIONS ...t

ACCOUNTING ...t st

COMMENTS ...t st
DOCUMENT SUMMARY ..ot
DOCUMENT STATUS ...t
PERFORM PRE-AUDITS ..o

OPEN EXISTING DOCUMENT (VIEW/UPDATE).....cccccocivoiiniiiniinieceiceeene

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

Page 2



DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL CREATE TRAVEL AUTH.

A. CREATE A NEW DOCUMENT

1. Click the Create a New Document link on the Document Processing Toolbar on the left
side of the page. The New Document page will be displayed, as shown below.

Setup  Reports  Logout  Help Document Preparation
Lsay New Document
Susie Smith Quick Tip For this Document you can:
Traveler: Toselect a traveler, click on the SSN or Traveler Name loskup button

Add Traveler Ito Travel Manager
Documert Type i@ | Authorization - Auto Hame | this Document

b Create a New

Documert Name @ |

Document creste |this bocument
[> Open Existing Document 55N©| E|‘
[ Review Documents Traweler Narme [Ek

[» Delete Documents

2. Select Authorization from the Document Type drop down list.

Authorization ;I

ifutharization

Waucher

Local Woucher
Amendment
“Woucher from Autharization

3. Click in the Document Name field and enter a name consisting of the Center ID
(example: 24), hyphen(-), Org Code (example: XX (2 characters)), Date of departure
(example: 032602 (MM-DD-YY), and the traveler’s initials (example: XXX (2-3
initials)) Up to 14 characters can be entered. Example: 24-XX032602JD.

Setup Reports Logout Help Document Preparation

Wiare New Document

TSUSiT Stn'rth Quick Tip For this Document you can:
IESEHER To select a traveler, click onthe SSN or Traveler Name lookup buttan. Enter the Documert name as: Center ID-(hyphen)
Qrganization Code MM-DD (month-day to begin travel) State, City, or Country of destination to Travel Manager
3 greate a"r:ew Document Type@[ Authorization il this Document
ocume
[ ©pen Existing Documert Hame @|24-3X032602J0) J Create | s Document

[» Review Documents

ssud[ @

Traveler Hame

4. If known, the Traveler’s Social Security Number can be entered into the SSN field. The

SSN Lookup or Traveler Name Lookup icon £ can be clicked to retrieve the desired
traveler.
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5. Click the Traveler Name Lookup icon . The Enter Search Criteria page will be
displayed.

Renort poout He Mnoriment Prenaratinn

User: Enter Search Criteria

Susie L. Smith Last Name | Search |
Traveler: aroel

Search Results Click on an entry to select it

b Create a New

Search Results Prew 20 Nest 20
Document Last Hame Fitst Name bt |
[> Dpen Existing Documant ppravar org prp——
[ Review Documants Approver Wiestan 122-33-0004
DOE JANE 122.33-0000
[> Delete Documents DOE JOHN 122-33-0001
[+ Copy Document Preparer Widey L 122.33-0002
Feevi ewer rg 000-23-3347
[> Import Documents Smith Susie 123-33-0008

6. Click in the Last Name field and type the traveler’s last name or a portion of it; for
example: do for “Doe”.

7. Click the button to the right of the Last Name field. All traveler names
beginning with the letters entered that are available to the preparer will be displayed.

8. Click the Next 20 and/or Prev 20 links, in the Search Results area on the right, to scroll
through the list of names if necessary.

Setup Reports  Logout Help Document Preparation

Enter Search Criteria

User:

Susie Smith Last Hame |Doe L% Search I
Traveler: J— I

Search Results

b Create a New

Search Results Prew 20 Hesd 20
Document Lasthame ___________ [Fisthame |
[ Open Existing Document DOE JANE 122.33-0000
[ Revien b Doe Jahn [=} 122-33.0001

[ Delete Dosuments

9. Click the SSN link to the right of the desired traveler. The New Document page will be
displayed again with the selected traveler’s SSN and Traveler Name fields filled.

Document Preparation

User: New Document
o et T
: To =zelect a traveler, click on the SSM or Traveler Name lookup button. Enter the Document name as: Certer ID-(hyphen]
Crganization Code MM-DD (ronth-day to begin travel) State, City, or Country of destination to Travel Manager

» Create a New Document Type@[ Authorization a ] this Documert

Document
b opEising Docuert - Document Hame glz-;:un?;jmo (SR s ocumert
[» Review Documerts I o E

Traveler Hame Doe, John [Ele

[» Delste Documents:
[» Copy Documert

[ Import Documents:

10. Click the this Document button in the ‘For this Document you can:’ area in the
top right. The Itinerary Information page will be displayed.
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B. ITINERARY

Setup Reports Logout Help 7 Document Preparation
User: Itinerary Information for 24-XX0326021D
Susie L. Smith Cuick Tip For fl'ii:.l]ocurnerlt':you. can:

The Begin Travel and End Travel fields must be completed befare a per diem location can be added. Save | tinerary

Remember to save your itinerary before continuing.
John Doe Back | Continue |
[ Authorization: 24- = .
XX032602JD Trip Information

Traveler:

= Document Summary Travel Authorization Humber ‘[m';dgm [0a7z5/2002
= Traveler
: Purpose | TRAINING -1 Type [SINGLE |
Fitinerary S . i
: Description |5 days TM training at i Trip Ho 1
= Ticketed Trans Montgomery, AL i

= Expenses
= LodgingMBIE Departure and Return Information

= Accounting Begin Travel I I— : Iﬁ

it (Rt @ |03/26/2002 Depart |RES: Residence, US Depart Selection | RES: Residence, US
End Travel I l— : lﬁ

= Comimerts T @ |03/30/2002 Return [RES: Residence, US Return Selection | RES: Residence, US

= Document Status Trip Duration Multiple dayz =

APl LS Comments ‘voucher due § days after -

= Previewy Documert completion of your trip. - Prezet I

= Export Document

Per Diem Locations

™ Replace ALL lodging and M&IE information on this document. Add Location |

= Cloze Document

EditDelete \rtival Date Location
F % 0302602 MONTGOMERY AL 0373002

1. Select Training from the Purpose pull down list.

TRAINING bl

CONFEREMCE ATTENDANCE
MEETIMNG

OTHER (s2e below)
FRESEHTATION

SITE WISIT

2. In the Description free form text box enter 5 days TM training in Montgomery, AL. It
is important to enter a description because it is used for reporting purposes.

3. Select Single from the trip Type pull down list.

SINGLE -

EXTENDED Thvd
Lo

LOAENO COSTY
NO COST

4. Enter the Begin Travel and End Travel dates: 03/26/02-3/30/02. Click the Calendar

icon to select the appropriate dates. Click on the desired date in the calendar and the
field will automatically be filled with the selected date.
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NOTE

Travel dates must reflect actual begin and end dates including annual and/or personal
leave days.

Annual leave days cannot exceed the number of business days at TDY site without written
permission from the Center Director.

5. Select Res: Residence, USA from the Depart and Return Selection pull down lists.

Depart Selection | RES: Residence, USA ;I

Return Selection
NASA

6. Multiple Days has been automatically selected in the Trip Duration pull down list.
Multiple Days will default for any trip greater than 2 days.

Multiple days= i

12 hours or Less
12-24 hrs no ledging
12-24 hrs with lodging

7. Click the button to the right of the Comments field. The default comment
“Voucher due 5 days after completion of your trip” will display in the Comments field.

NOTE
Click the button, to the right of the Comments box, before typing other

comments. All comments will be erased and replaced with the preset comments when the

button is clicked.

8. Enter any additional comments necessary after the preset comment to alert reviewers or
approvers of any special conditions that may require approval or justification.
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Document Preparation

User: Itinerary Information for 24-XX0326021D
Suzie Smith % Quick Tip
Traveler: The Begi i f
gjin Travel and End Travel fields must be completed betore a per diem location can be added. Remember to save your o
tinersry before cortinuing. tinerary

hikhorization: 24

RX032602JD

- e SURETY Trip Information
= Traveler Travel Authorization Humber Auth Date [55755 7002
» Itinerary Purpose | TRAINING B Type | SINGLE =
= Ticketed Trans . ~

Description |5 days TM training in TripHo 1
= Expenzes hioritgomery, AL

= Locging/MEIE
- Accourting Departure and Return Information
= Tatals Begin Travel g 17752 mom Depart [RES Rosamond, CA Depart Selection | RES: Rosamond, (4 &
= Commerts
End Travel g [35505002 Return [RES. Rosamond, CA. Return Selection | RES: Rosamond, (A =

= Document Status
= Perform Pre-audits Trip Duration Multiple days -
= Previewy Document Comments Woucher due S days after completion @
i Preset
= Expart Documett of your trip
= Case Document Per Diem Locations

[0 Replace ALL lodging and M&IE information on this document. Addd L M

9. Click the |_#dd Location Ibutton, in the Per Diem Locations area at the bottom of the
page, to add a location. The Add Per Diem Location to Trip page will be displayed.
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C. ADD PER DIEM LOCATION TO TRIP

CREATE TRAVEL AUTH.

User:

Susie Smith
Traveler:

John Doe
[> Authorization: 24
XX032602JD

= Document Summary
= Traveler

» Kinerary

= Ticketed Trans

= Expenzes

= Lodging MEIE

» Accourting

« Totals

= Comments

= Document Status

= Perform Pre-Audits
= Preview Document
= Expart Document

= Cloze Document

Add Per Diem Location to Trip 24-¥XX0326021D

Quick Tip
Type the per diem location and click the Search button

Arrival Date ] ,703252002
Departure Date @ [05m000m
Per Di
I?;c:ig:'l © mond | search Lookup
Unlisted Location [

Select Unlisted
stwe ¢

Select Per Diem
Location [Z]

Document Preparation

Save

Lacation

without Saving Location

1. Click in the Per Diem Location field and type mont (for Montgomery, AL).

Click the Search link beside the Per Diem field. The Per Diem Location and Select

Per Diem Location fields will be filled. Montgomery, AL, will be displayed in both

fields.

User:

Susie Smith
Traveler:

John Doe
[> Authorization: 24-
XX032602JD0

= Document Summary
= Traveler
Itinerary
= Ticketed Trans
= Expenzes
» LodgingM&IE
» Accourting
» Totals
= Comtnents
= Document Status
= Perform Pre-Audits
= Previeww Document
» Export Document
» Close Docurment

Add Per Diem Location to Trip 24-XX0326021D

Quick Tip
Type the per diem location and click the Search button

Arrival Date g [o3r26m2002
Departure Date g [n3Fn002

Fer Diem @ [MONTEREY .CA Search Lookup
] ; MONTEREY,CA
Unlisted Location MONTEREY NAY POSTGRADUATE SCHL,CA
Select Unlisted MONTERREY,MEX
State

MONTEVIDED,URLI
Select Per Diem

Lacatien MONTGOMERY COUNTY,MD

MONTGOMERY NAVAL RES (ENTERAL
MONTPELIER VT

MONTPELLIER,FRA

MONTREAL,CAN

MONTRELX,SUI

MONTROSE,CO

Document Preparation

Save

Location

without Saving Location

3. Check the Select Per Diem Location pull down list to be sure to select the location from
the correct State or Country. The location name entered may be in more than one state or
country or more than one location may begin with the same value.

4. Select Montgomery, AL, from the Select Per Diem Location pull down list.

5. Click the Location button in the ‘For this Document you can:’ area in the top
right. The Itinerary Information page will be displayed again showing Montgomery,
AL, as the one entry in the Per Diem Locations area at the bottom of the page.
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Setup Reports Logout Help 7 Document Preparation
User: Itinerary Information for 24-XX0326021D
L S Quick Tip For this Document you can:
Traveler: The Bedin Travel and End Trawel fields must be completed before a per diem location can be added. Save | tirerary
Remember to save your tinerary hefore continuing.

John Doe Backl Continue |

(> Authorization: 24-

XX032602JD Trip Information

= Document Summary Travel Autherization Humber ‘[‘;ﬂdﬂzzﬁ [0a7z8/z002
=T |
’nﬁa\"e et Purpose |TF|AINING = Type |SINGLE ut
meral
: L Description [ days TM training at i Trip Ho 1
= Ticketed Trans Montaomery, AL -
= Expenses
= LadgingMaIE Departure and Return Information
g oottt Begin Travel D ID3.-"2B.-"2DD2 Depart IHES: Residence, US Depart Selection I RES: Residerce. US 'I
= Totalz [mmiddluyy]
= Commerts E';;LLE?;EI] 7] IDS.-"BD.-"2DD2 Return IHES: Residence, US Return Selection I RES: Residence, US 'I
= Document Status Trip Duration Multiple days =
A RS Comments 'voucher due © days after -
= Previesy Document completion of your trip. ~| Preset |

= Export Document

Per Diem Locations

I~ Replace ALL lodging and M&IE information on this document. Add Location |

EditDelete

= Cloge Document

Arrival Date Location Departure Date
0326102 MOMNTGOMERY AL 0330102

6. If additional locations are required for the trip, repeat above steps. Be sure to change the
departure dates for each location as it is added.

NOTE

The Lookup link can be used to search by state or country.

7. Click the Itinerary button in the ‘For this Document you can:’ area in the top
right. This will save the document to the database. The Itinerary page will be
redisplayed.

NOTE

Once the travel document is saved, the Open Existing Document link, on the Document
Processing Toolbar on the left side of the page, can be used to reenter the document to
make changes or to view the document.
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D. UNLISTED LOCATION EXAMPLE

1. The following is an example of adding an unlisted location that is not on the per diem
table. For this document, the unlisted location will not be added.

a. Click the 444 Locstion Ibutton, in the Per Diem Locations area on the Itinerary
page, to add another location. The Add Per Diem Location to Trip page will be
displayed.

Document Preparation

» Document Status
= Perform Pre-Audits
= Previgsy Document
» Export Document

= Clnse Diocument

User: Add Per Diem Location to Trip 24-XX0326021D
Susie Sr:nilh Quick Tip
Traveler: g Type the per diem lacation and click the Search button.

- st o i
XX032602JD Departure Date @ ’m without Saving Location
= Document Summary N
= Trarelzr Ff;f;ﬁﬂ; V] ‘ Search Lookup

Rinerany Unlisted Location [
= Ticketed Trans Select Unlisted
= Expenzes State E]
LodgingM&IE Select P ron %]
» Accounting
= Totals
= Comments

b. Enter the name of the city, town, or country in the Per Diem Location Field. For
this example type Lanexa.

Click the Unlisted Location checkbox to place a “’ in the box.
d. Click the Select Unlisted State pull down list to select VA.

powered In‘/;;g
Golon —% ;e

___Help Nocument Prenaration
T Add Per Diem Location to Trip 24-XX0326021D
Susan Smith Quick Tip F
Traveler: Type the per diem location and clide the Search buttan
Save I Location
John Doe Arrival Date (@ [03/2662002
[# Authorization: (mm/ddiyyyy) Close | without Saving Location
24-KH0Z2E02J0 Date @ [03/30/2002
[mmdddiyyyy]
= Document Summany Far Diem Location @ | Search Lookup
= Traveler
Urlisted Losstion [
-
ez Seleot Unlisted [
= Ticketed Trans Ctate =
+ Expenses Select Per Diam (15 =
Location
= Lodging/MelE UGa
o b
= Totals GER
+ Comments e
= Document Status uze
» Pararm Pra-Audits :::
= Preview Document T
= Export Documant VIE
il
= Close Document W
i
AL
N
i i
il x

)
= /_Gelco
TraGh Manager®s.0

e. This location should not be saved during class. This is an example.
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f. Click the without Saving Location button, in the ‘For this Document you
can:’ area in the top right.

g. The Itinerary Information page will be re-displayed.

NOTE

If the location were saved, the default rate for Lodging/M&IE expenses for an unlisted
location would be shown on the Lodging/M&IE page.

The current default values are $55.00 for Lodging and $30.00 for M&IE.

**END OF EXAMPLE OF AN UNLISTED LOCATION**

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

3. Click the Traveler link on the Document Processing Toolbar on the left side of the page.
The Update Traveler Information page will be displayed.
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E. TRAVELER

powered by 2 VA
ol % 7 2~ —c— /_Gel

e et NP Trawa! AT gere.0

Reports  Logout :

WG Update Traveler Information for 24-XX0326021D

Nocument Prenaration

-

Susan Smith Quick Tip ‘For this Document you can:
Traveler: To apply traveler inform atian changes to all documants, salact Apply Changes Globally. Il anoioneeae isnal
John Doe i
5 Profile Changes
[ Authorization: Save|
i zateD Close | without Saving Profile Changes

« Document Summary n
raveler's Personal Data

Traveler Information  Travel Prafe

» tineran ar
» Ticketed Trans szM @ 2a0.00.0001 Fresert Station  [DFRC

» Expenzas Bl
Sponser SN O e
gerization [24%  ¢]  set on
« Lodgina/MaIE _setorg |
Name
= Accounting Frinted Org  f24-x
» Totals Last Name @ [Doe
TileRank |
« Comments Firsthame @ [ohn | iddle nitial |
SRR e — Charge Card | CARD HOLDER 'I
+ Perform Pre-Audits ShE M
» Freview Document Routing List [(oney 7]

There are five (5) Traveler data areas on this page. Only the Traveler’s Personal Data
and the Agency Defined Miscellaneous Data areas are covered here.

The Traveler’s organization affects the routing for this document. If a different
organization is funding the trip, the organization value must be changed on the
document when it is created. The Traveler cannot change routing.

Select the correct routing or contact the Travel Office if a new routing must be created.

All Travel Authorizations (TA) will be routed for approval to the organization that is
paying for a designated trip.

Preparer must contact Help Desk to establish appropriate routing list when multiple
organizations are funding the trip or project funded invitational travel authorizations
are being created.

1. To change the Traveler’s organization.

a. Select the desired value from the Organization pull down list.

b. Click the button to the right of the Organization field.
Do not change the Printed Org value.

d. Select the correct routing list from the Routing List pull down list. Only the
routing lists of the organization selected are available.
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2. The Charge Card field must display the charge card status of the Traveler.

INFREQUENT TRAVELER |

CARD HOLDER

FIXED ADWANCEMAY
(INFREQUEWT TRAVELER
MOT AUTHORIZED

3. Scroll to the bottom of the page to the Agency Defined Miscellaneous Data area.

Agency Defined Miscellaneous Data

uty Station Account Information  Trawel Preferences

Prepared By W
Location l—
ExemptiNonExemp [EXEMFT
Documert Number [ |
VD Mamber [
wiset [

4. Enter the name and phone number of the person preparing the authorization in the
Prepared By field.

5. The Exempt/NonExemp field is pre-filled with the Traveler’s exemption status loaded
from the NASA Personnel Payroll System (NPPS).

6. The Vender Identification VID field is used by the Centralized Travel Office (CTO).
7. The Misc-1 field will be used by HR to indicate training log #’s.

8. Scroll to the top of the page.

NOTE

If the Apply Changes Globally check box is checked in the ‘For this Document you can.’
area, the changes will be applied to the primary Traveler record. If left unchecked, the
Traveler changes will be applied to the Traveler’s information only for this document.
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9. Click the Profile Changes button in the ‘For this Document you can:’ area in the
top right. The Document Summary page will be displayed.

User: i i
Document Summary for Authorization 24-Xx03260210
Susan Smith Quick Tip For this Document you can:
Traveler: For specific infarmation, olick on a Details link. ou can sign and stamp yeur decument fram the Dosument Status section Save | Document
Travel Autherization T
John Doe Continue | Entering Document
[> Authorization: Namber,
24-¥X032602.0 Trawveler Detzils 240-00-0001 , John Doe Close | Cument Document
+ Document Summary Purpase Deseription § Days training in Montgomery, AL
= Traweler tinerary Detsils MONTGOMERY,AL 03/26/02 - 03/30/02
» Htinerany Ticksted Trans Detsils $0.00
« Ticksted Trans SEEMECTE « pense Summary
#iE=henses Quick Expenze [T Amount

= Lodging/MEIE
g | Total:‘U.DD

= Accounting

STl Lodging/M4IE Detsils §445.00

DOther Authorizations Detzils <No Other Authorizations Details>

« Comments
+ Bocument Status L e A ccounting Summary
+ Ferform Pre-Audits
» Frewiew Document
« Export Dosument -

i JC=ERCLIERT otals Summary
+ Close Documant

Disburs ount

|415.00
|Advance Requested |0.00 | =

Erter Commerts Voucher due 5 days after completion of your trip

Document Status (TR A Enter StatusiPIN to stamp this dosument

ent Status: CREATEDR  Awsiting: Susan Smith Stamp and Route

10. Click on the Ticketed Trans Details link on the Document Summary page or 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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F. TICKETED TRANSPORTATION

CREATE TRAVEL AUTH.

» Document Summary
= Traveler
= ltinerary

e Ticketed Transportation for Authorization 24-XX0326021D
T'S;\’S“j:;?mh g ?;;ﬁ:;:’:w’;ket information, click Add. Previously entered ticket informstion can be edited with the (Pencil icon) or delsted
o D with the (4 icon). ' Tkt
[ g;ltngzo;:]zza}li]on: 24

Document Preparation

Ticketed Trans

1. Click on the Ticket button, in the ‘For this Document you can:’ area in the top
right, to enter ticket information. The Add Ticket Information page will be displayed.

Document Preparation

e Add Ticket Information for 24-XX032602JD

Susie Stith Quick Tip
LR % To erter departure and artival sirports, click the Depart From ahd Artive At lDokup buttons B

John D Use Foreign Calculator

o Doz Type Ticket Value [0.00
A innzatinn s I>Lt:mku Credit Card Expenses
XX032602JD Ticket Ho |Ses tinerary 1
- BEN e SRRy Dep Date [355mn0s Description [COMMERCIAL AR current Ticket
= Traveler Carrier Issue Date
) Ticket Dat Wrthout Saving Updates

- Hinerary e € Eﬁ.QQ.QDDQ

TLicketed Trans Cost Options
» Expenzes Depart From E|‘ _

) - Reimbursable
= LodgingMEIE Arrive At - E|¢
= Accounting Contract Fare 000 Class ’; Taxable
Contract Carrier Confirmation Ho Expense

« Total — COohd CARIER

o - nt Cost |0.00 Category
= Cornments Pmit [

TRAVELER 2]

= Document Status fethiod
= Perfarm Pre-Audits Vendor | (None) s

= Previewy Document
» Export Docurmert

= Cloze Document

Select AIR from the Type pull down list. AIR is the default. The Description field to
the right will pre-fill according to the ticket type selected.

Press [Tab] to move to the Ticket Value field. Enter 350.

Press [Tab]. The system will automatically copy the Ticket Value to the Cost field after
pressing [Tab].

The Ticket No: field is automatically filled with “See Itinerary 1” if AIR is selected. It
is a note to the traveler to refer to the detailed itinerary from the travel agent. The ticket
number may be entered. Each ticket number must be unique if there is more than one
ticket on the authorization.

08/02/02 TM-2, V1.1
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CREATE TRAVEL AUTH.

6. Review the Cost Options on the right. Note the following.

a. The Reimbursable check box is checked.

b. TRAVELER is the default reimbursable payment method in the Pmt Method pull
down list. If any other payment type is selected, the expense cost will not be
reimbursed to the traveler.

TEAWELER
iTRAMELER
CENMTRALBILLED CHARGECARD
IN-KIMD
GOWEE
PAYMENT REICI\:I]; UCILSI?I? LE EXPLANATION
METHOD
e —
Traveler Yes Reimbursable to Traveler.
Central billed
Charge card Not Reimbursable to Traveler. Paid
(CBA) No by Government.

Not Reimbursable to Traveler.
In-Kind No Provided at No Cost to Government.

Not Reimbursable to Traveler.
Reimbursable directly to Traveler’s
GOVCC Yes Government Credit Card Account.

NOTE

All remaining fields on the Add Ticket Information page are optional with the exception of

the Class field if the Traveler is using a First Class or Business ticket.

7. Click the Current Ticket button in the ‘For this Document you can:” area in the
top right. The Ticketed Transportation page will be displayed showing the added

record.
Document Preparation
RSE Ticketed Transportation for Authorization 24-XX0326021D
. To enter ticket information, click Add. Previously entered ticket information can be edited with the (Pencil icon) or deleted with .
P the (¥ icon). -m Ticket
iohin Do
[> Authorization: 24-

XX032602.JD0

= Traveler

= tinerary

Tinlintod T.

= Document Sumrmsary

57 3 seetinerary 1 0352602 AR 35000

no
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8. Ifadditional ticket records are required, click the Ticket button, in the ‘For this
Document you can:’ area in the top right, and repeat the Ticketed Transportation process.

a. Click the Pencil icon [] to edit Ticketed Transportation records for necessary
changes.

b. Click the X icon to delete Ticketed Transportation records.

9. Click the button in the ‘For this Document you can:’ area in the top right. The
Expense Entry page will be displayed.
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G. EXPENSES

powered by /%

Galeo —%
Infarmatian

¥ .

Suzan Smith

Traveler:

John Doe

[ Autherization

Uste © [parzsiz002 =)
24-X)032602.0 Imimicidtpyyy) [

= Document Summary

= Traveler

= ltinerary

= Ticketed Trans

* EXpenses

= Lodging/M&IE

= Aocounting
- Totals

= Comments

= Document Status
= Ferform Fre-
= Preview Document
= Export Document

= Cloze Document

Netiwark’

Document Preparation

Expense Entry for 24-XX03260210

The Arrow icon indicates a required field. Click Save to save the sument expense and refresh the soreen s0 a
nem expense can be added

Use Quick Expense
Use Foreign Calculstor

VW

Quick Tip For this Document you can:

-
= /_Gelco
Travel Manager®s.0

-

Expense Type = Lookup Credit Card Expenses
Ewpense gy GOV CAR USED afp— Save |Cument Expense
Description GOV.CAR-AVAIL - (§ .105)

GOV.CAR-MATBE AVAIL - (B 285)
GOVCE ATH ADVANCE FEE
HISHIAT/BRIDGE TOLL
LAUNDRY! DRY CLEANING

Fte LODGING TAX

MOTORCYCLE - (5 280)

Cost @@ |OFFICIAL CALLS

PARKING

omments | beR PERF-POV -

PERSOMAL CALLS-DOMESTIC

Dane IEnlEring Expenses

Miles Traveled

Rate Selection

Cost Options

O Reimbursable

FERSOMAL CALLS-FOREIGN O Taxable
. POWV-(§ .366) Expense
Celis FRIV.OWNED AIR - (5 75 - Category

REZISTRATION FEES

SUBMAY

TIPS FOR TAXINLIMO

The Date field will default to the begin date of travel. Change it accordingly when adding

NOTE

each expense.

1.

a.
b.

S

Add the following expense on the Expense Entry page.

Leave the Date field at 03/26/02.

Select TAXI from the Expense pull down list.

Click in the Cost field or anywhere on the page. The page will refresh.
Enter 20 in the Cost field.

Click in the Comments field and enter Taxi to airport.

NOTE
Use the “TAXI” EXPENSE TYPE to account for airport shuttle services.

08/02/02 TM-2, V1.1
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2. Click the Current Expense in the ‘For this Document you can:’ area in the top
right.

= = =t = =t =4 = = =

powvered by

e
v
oo Xy e = /_Beléo

nformvatioy Nebvar® Travel NI n‘a‘ger'-'s.u

Setup Reports  Logout Help Nocument Prenaration
-
User: Il
Expense Entry for 24-XX03260210
Susan Smith o f .
s Quick Tip Faor this Document you can:
The Arrow icon indicates a required field. Clisk Save to save the current expense and refresh the sereen 5o a
Jotn Doe new expense can be added P se Guick Expense
[ Authorization: Date @ [ogzemz =] Use Forsign Caloulstor
24-¥X022E02J0 [mmtddtymy] [ b
= Lookup Credit Card Expenses
« Document Summary ExpenseTpe | =l
R —— Expenze @ | save | Cunant Expanse
Description
= Hinerary Miles Traveled | Done | Entering Expenses
= Ticketed Trans ) |
Rate Selaction I—;[ EEsis | |_Gaine
* Expenses
= Lodging/M&IE Rate
= Accounting Cost @ Cost Options i
« Totals Comments = 0 Reimbursable
= Comments
0 Taxable
= Document Status
Expense
= Peform Pre-Audits el Category |

= Prewiew Document
Current Expenses
& Export Document
Action vpense [Amaun

032/26/2002

= Cloze Document

Total: 20.00

3. The Expense Entry page will display again with clear fields to allow entry of another
expense.

4. The expense record is saved and will be displayed in the Current Expenses area at the
bottom of the page.

a. Click the Pencil icon [] to edit Expense records for necessary changes.
b. Click the X icon to delete Expense records.

5. Click the button in the ‘For this Document you can:’ area in the top right. The
Lodging/M&IE page will be displayed.
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H. LODGING/M&IE

= Totals

Susan Smith Quick Tip

Traveler: An asteris () in the Special column indicates that a condition has been selected in the Advanced Lodging/MEIE
windouy.
John
[} Authorization:
24- K HOZ2E02.0 —
Lodging/M&IE D

= Documen t Summary

— F - & £1.00 £1.00 2850 61438
= Ticketed Trans & vazrne B e e . [ 2
« Expenses . @ £1.00 £1.00 33.00 61438

LodgingMEIE e @ 61.00 61.00 38.00 6138
pceeLtng F y—— o] 0.00 0.00 2850 61738

Lodging/M&IE for 24-XX03260210

1. Lodging costs are automatically filled in according to the per diem location rate when the
Itinerary is saved. Costs of Lodging and M&IE are automatically adjusted for the first
and last days of a trip.

NOTE
The following per diem rates are automatically filled by the system:

o 100% Lodging for all but the last day
o 100% M&IE for all other days — for trips less than 31 days
o 75% M&IE for first and last days

The available functions on this page are:

Use the Pencil icon [ to update the lodging costs. Click on the Pencil icon ["] of the
first Lodging/M&IE record to be edited/modified. The Update Lodging and
M&IE Expenses page will be displayed.

Use the Reset icon "=/ to reset the original per diem rates. To reset a specific

Lodging/M&IE record, click the Reset icon "=l| of the desired record. The record
will be reset to the original per diem rates.

Use the Replicate icon B to copy the lodging expense and any modifications to the

rows below. Click the Replicate icon Bl to copy the lodging expense and any
modifications to the rows below.

Click the Lodging and M&IE expenses button, in the ‘For this
Document you can:’ area in the top right, if actuals or overrides were entered but are
unwanted, to return all rates to the per diem amounts.

Click the button, in the ‘For this Document you can:’ area in the top right of
the page, to return to the Expenses Entry page.
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f. Use the button, in the ‘For this Document you can:’ area in the top right, to
continue to the Other Authorizations page.

2. Although no changes are necessary for this trip, click on the Pencil icon [ next to the
first date to view details that may be changed. The Update Lodging and M&IE
Expenses page will be displayed.

. -1—;",’ _j Gelco
Tratel Méanager*s.0

" Nocument Preparation
i

L Update Lodging and M&IE Expenses for 24-XX0326021D (03/26/02)

Susan Smith Quick Tip For this document you can

Traveler: Forthis lodging day, you can edit specific actuals, lesve data, meals provided status, ladging amount, and if desired f =
apply these changes fanvard using the apply through tool. Next | Expense
dohn Doe
Save | Expense Changes
[» Authorization e Y
24.XX032602.J0 Quarride | Lodging and MEIE
Lodging

ot Surary cloze | wiheutSavingChanges
o Traveler Fer Diem Rate: f1/38 -
< ATy Lodging: [61.00 Options =
« Ticketed Trane Conference Allowance 03/26102 =]
+ Expanses [ conterence Allowanse _Cort Infa
F Lodging/M&IE Conference Rate:
= Totals O s
= Comments Limit: 0.00

« Do cument Status [T Meals
Breakfast: 0.00

= Perform Pra-Audits

Lunch: 0.00
Dinner: 0.00
Incidertsls: 0.00

Leave Data

© None
© prrual

© ther
Hours: 0
Meals Provided

I Breakiast

3. All changes made to the Update Lodging and M&IE Expenses record will be made on
this page.

4. Changes can be applied to any or all records from the date displayed by changing the
Apply Through Date value under the ‘For this Document you can:’ area in the top right.
The changes made on the displayed record will be made to all records through the date
entered.

a. To override any Lodging and/or M&IE costs, click the Lodging and
M&IE button, in the ‘For this Document you can:’ area in the top right. This is used
for extended travel that is greater than 30 days. See the Travel Manager 8.0 DFRC
Standard Procedures Guide.

b. Enter Actuals by clicking in the Lodging and/or Meals check boxes in the Actuals
area. Enter specific values for meals and incidentals. Enter lodging actual amounts
in the Lodging field of the Lodging area.
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NOTE
Use of contract hotels in Washington, D.C. is mandatory. Zero out allowed lodging costs.

Any residential training course (e.g., Wallops) overrides both lodging and M&IE Expenses
to allow only $2.00 per day incidentals.

c. Ifleave is taken during the travel, it can be indicated in the Leave Data areca. The
number of leave hours will default to what has been set for the traveler. If 4 hours or
more of leave is taken, the meals and lodging costs will be deducted from that day’s
expenses. (** If exactly 4 hours are taken, enter 4.01 in the leave data hours
field. Regulations have changed, and this must be done for Travel Manager to
calculate properly. Otherwise enter the amount of hours taken.**)

d. Ifthe traveler does not pay for a meal, the appropriate box should be marked to
indicate the meal that was provided in the Meals Provided area.

e. Use the Expense button, in the ‘For this Document you can:’ area in the top
right, to go forward to the next day’s costs.

f. Use the Expense button, in the ‘For this Document you can:’ area in the
top right, if available, to go back to the previous day’s costs.

NOTE

An “* " will appear in the Special column for each day that actuals or leave data is entered.
An ‘X’ will appear in the B, L, or D column indicating the meal is being provided that day.

5. Click the Without Saving Changes button in the ‘For this Document you can:’
area in the top right. The Lodging/M&IE page will be displayed again showing the
summary of all Lodging and M&IE charges.

6. Click the button in the ‘For this Document you can:’ area in the top right. The
Other Authorizations page will be displayed.
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I. OTHER AUTHORIZATIONS

1.

There are only two ways to display the Other Authorizations page. There is no direct
link on the Document Processing Toolbar on the left side of the page, as there is for all
other pages within the authorization document.

a. Click the button, in the ‘For this Document you can:’ area in the top right
on the Lodging/M&IE page, to go to the Other Authorizations page.

OR

b. Click the Other Authorizations Details link, located in the middle of the Document
Summary page, to go to the Other Authorizations page.

The following is a sample list of available Other Authorizations. Browse the list to
determine if and/or what approvals are necessary for the document. To select a specific
other authorization for the document, click on the name of the Other Authorization in
the Master List of Other Authorizations. The other authorization will be removed
from the list and will be placed at the bottom of the page in the Other Authorizations
for Current Document area. This will allow entry of any additional information
required for approvals or will cause the document to be routed to a specific
reviewer/approver. See the Travel Manager 8.0 DFRC Standard Procedures Guide for
more information.

NOTE

An Other Authorization with double asterisks indicates additional information is
required. After selection, the other authorization must be opened to enter the
Justification.

An Other Authorization that is in UPPER CASE may bring conditional Reviewers
into the routing for the document.

For example, if PERMISSIVE TRAVEL (Cost Sharing) is selected, the conditional
reviewer who handles Permissive Travel approval will be added to the routing list
when the authorization is stamped and signed.
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e Other Authorizations for 24-XX03260210
oma vt T
Select an Other Authorization from the Master List below to add to the Authorization.
John Do
SECRAITAT Master List of Other Authorizations
15T CLASS MODE **
» Document Summary ‘Aboard US Yessel
= Traveler Actual Lodging **
= tinerary Actusl MEIE =
Ticketed Trans ARCRAFT. COMTRACTOR COMWMED **
ARCRAFT. SEE REMARKS **
» Experses BUSIMESS CLASS MODE **
= LodgingMEIE COME LODGING ALLOWVWANCE - NASS SPOMSORED
+ BCcounting Conference Allowance - Mon NASS
Total Contract Hotel **
s COTR APPROVAL **
= Comments

Criver or Filot - ID passengers **
Excess Baogane **

Extended Foreign/Mon-Foreign %6 =
Extended TOY

FOREIGH TRAVEL AUTHORIZED

Gov't Yehicle Autharized
IMAATATIONAL TRAWEL **

LABOR MAKSGEMENT MEETING
Leave or personal days taken **

L8 COSTAOA NG COST **

Lowvest Price Contract Carrier Mot sec™
Military Personnel Locddineg **

Miltary Personnel Mesls **

Military Personnel Traveler *

Mon Cortract Aitfare **

Ciher 1 (additional area for commerits)
Cher 2 (additional area for commerts)
Passenger - Idertify Driver/Pilat **
PERMISSIVE TRAWEL

Pers| Pref. Comnmercial Transn

Pers Pref: Privately Ouvned

Pers Pref: Rertal Acouired

POV Advartageous *
PRE-EMPLCYMERMT INTERYIEW
PROGRAMMATIC TRANVEL **
Registration Fes Entilemert **

Rental Car: Mon-Economy *

RUSSIANM TRAWEL SAUTHORIZED

S0S hMedvar =

Special Mesds for Traveletitttendant =

= Document Status
= Perform Pre-Audits
= Prerviewy Documert
» Expart Documert
= Cloze Document

Document Preparation

3. Click on Taxi at TDY Authorized in the Master List of Other Authorizations to select
it from the list. Notice it moves to the Other Authorizations on Current Travel

Authorizations at the bottom of the page.

Other Authorizations on Current Travel Authorizations

Taxi at TE Authaorized

4. Click on the Taxi at TDY Authorized link in the Other Authorizations on Current
Travel Authorizations area. The Other Authorization Remarks page will be

displayed.

[ Autharization:
24-¥¥032602J0

axi at TDY Authorized

Remarks

» Document Summary
= Traveler

= ltinerary

= Ticketed Trans

= Expenses

= Lodging/hadE

Nocument Prenaration

User: : :
Other Authorization Remarks
Susan Smith Quick Tip
Traveler: Add or update remaks for the Other Authorization. It Other Autharization has ==, enter the required information. If Other
Authorization i in all cap lefters, this is an alertwhich needs to be selected if condition exists for conditional routing to be Save IRemalkS
John Doe emvoked. Cancel | Chan
| ges

VA
= /_Gelco
Travel MATGTer 8.0
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a. Since Taxi at TDY Authorized does not have double asterisks (**) next to it no
additional information is required to be entered in the remarks. Taxi at TDY
Authorized also will not initiate any conditional routing because it is not in upper
case.

b. This Other Authorization is selected in order to receive authorization to use a taxi at
TDY prior to beginning travel. The reviewer and/or approver will determine if it is
allowed or not allowed. If not allowed, the other authorization will be removed from
the document, and no reimbursement to the traveler will be made if the voucher
includes Taxi at TDY as an expense.

NOTE
Use “Taxi at TDY Authorized” for airport shuttle services.

5. Click the Changes button in the ‘For this Document you can:’ area in the top
right. No remarks are being saved in this exercise. The Other Authorizations page will
be displayed again.

a. Click on the X icon in the Other Authorizations on Current Travel
Authorizations area to delete any Other Authorizations for the current document
that are not correct for the authorization.

6. Click the button in the ‘For this Document you can:’ area in the top right. The
Available Accounting Codes page will be displayed.
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J. ACCOUNTING

User:

Suzie Smith
Traveler:

John Dioe
[> Authorization: 24-
XX032602.JD

= Document Surmmaty

= Traveler

= ltinerary

= Ticketed Trans

= Expenzes

= LodgingMiSIE
Accounting

= Totals

= Commetits

= Docurmert Statlis

= Perfarm Pre-Audits

= Presviesy Documert

= Export Docutnert

= Cloze Documert

Document Preparation

Available Accounting Codes for 24-XX032602J1D

Quick Tip
% Once two or more accourting codes are selected, the Allocation button is enabled. Mew Accounting Code

Accounting Code | ml Retrieve

Master Accounting Codes

Prev 10 He:xt 10

24 24-FR2-32996000 3299600, ... 24,2 693 FR. 000
24 24-RRE2-09200000 0920000, ... 24. 2. 8. 00.RR. 000

Accounting Codes for 24-XX032602./D

& et ¥ peiete

1. Click the appropriate Accounting Code label to select the Accounting Code in the
Master Accounting Codes area at the top of the page. Notice it will be listed in the
bottom half of the page in the Accounting Codes for Current Document area.

User:

Susie Smith
Traveler:

John Doe
Authorization: 24-
XX032602JD

- Document Summary
= Traveler

« tinerary

= Ticketed Trans

- Expenses

- LodgingMZIE

» Accounting

= Totals

= Comments

= Document Status

= Perform Pre-tudits
- Previesy Document
= Export Documert

= Close Documert

Document Preparation

Available Accounting Codes for 24-XX0326021D

Quick Tip

Once twio or more accounting codes are sslected, the Allacation button is enabled Mew Accounting Code
Enter Search Criteria
Accounting Code  [34-FR2-32996000 | [Search Geve]

Master Accounting Codes

24 24-FR2-32998000 32996500, ... 24 2 5. 93 FR. 000
24 24-RR2-09: 00 0920000, .. .24, 2.8, 00, RR. 000

Accounting Codes for 24-XX032602JD

F 3 24 24-FR2-32995000 3299600, . .. 24. 2.6.93. FR. 000 Extended

& eon 3 peiete

2. Click the Pencil icon [¥] next to the label at the bottom to edit the Accounting Code
information. The Update Accounting Code page will be displayed.

a. Click the Pencil icon [] to edit accounting code records for necessary changes.

b. Click the X icon to delete accounting code records.

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

Page 26



DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL CREATE TRAVEL AUTH.

= Ticketed Trans

» Documert Status

= Perfartn Pre-Audits
= Previeww Document
» Export Document

» Cloze Document

REE Update Accounting Code for 24-XX032602JD
Susie Smith Quick Tip
sl % “¥ou must enter an account label before Updating the Extended Acct Codes. Extended Acct Codes
Johin Dioe:
b Qs Label  [24-FR2-32595000 # Save Accourting (save] Acct Cade Updates
code and extended Acet Code Updates
= Document Summary Organization 24 : Accourting codes to
master list
 Traveler —
= [fi "
IR Accounting Codes

+ Expenses Program Code 3299600 Program Year |2
« LadgingMaIE Function Fund Souree [
+ Accounting Object Class Meth of Auth o3
« Totsls Reimbrs Code [ orgcode R
« Comments cemteri0  [24 part10 oo

Document Preparation

Enter the appropriate digits in the Function field.

Enter the appropriate numbers (type 2128 for this exercise) in the Object Class field.
Accounting codes may have different values for the Object Class.

Enter the appropriate digits in the Reimbursable Code field.

NOTE

If Registration Fee is included on travel authorization, a training account code must

be selected.

The Part 10 field will be populated with the 3 digit subrad.

Click the Acct Code Updates button in the ‘For this Document you can:’ area in
the top right. The Available Accounting Codes page will be displayed again.

John Doe
[> futhorization:
24X HOFZE02.10

= Document Summary

= Comments
= Document Status
= Perform Fre-Audits
= Preview Document
= Expart Document

= Close Document

Onee two or maore accounting codes are selected, the Allocation button is enabled.

Enter Search Criteria

Accounting Code

X 2
f Edit x Delete

Lach Available Accounting Codes for 24-XX0326021D
Susan Smith Quick Tip
Traveler:

Add | New Accounting Code

Back I Cortinue

» Traveler Master Accounting Codes ting Label to add a
= Hinerany = = _ Frev 10 Next 10
i Classitication Code.
= Ticketed Trans & casticaan Gode
29 24.FRZ-32008000 3200500....24. 2.6, 02, FR, 000
- Expenses
24 24RRZ-09200000 0920000, . . . 24. 2. 8, 00, RR. 000
= Lodging/MalE
24 24.%X2.002004BC 0920000, . 2121, . 24, 2. 8. 00, XX, ABC
} Accounting
= Totals

24-x2.00200ABC 0920000, . 2121, . 24. 2. 2, 00, XXX, ABC

Search Retriewve

Click an itemn to edit’delete it

Classification Code

Extended Code
Extended
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NOTE

When multiple accounting codes are used and the Allocate link is displayed to the
right of the Extended Code column, the funds must be allocated appropriately.

Preparer must contact Help Desk to establish appropriate routing list when
multiple organizations are funding the trip.

8. Click the button in the ‘For this Document you can:’ area in the top right. The
Total Details page will be displayed.
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K. TOTALS

1.

powered by 5y
Goleo . s e
Infarmmatian Nefwark”

— -:i'f " Gelco
Travel Méadager*s.0

Nocument Prenaration

Msers Total Details for 24-XX03260210
Susan Smith Quick Tip Fjil.r'ﬁl'i'siﬂnkﬁfﬂ'e'ntwu can:
Traveler: Click the View Advances for Document o add or update an advance [ wiew Advancas for Document
RO Total Estimated Expenses: 785.00

Back I Cortinue

[} Authorization:
24-X 40326020

Computed Advance Authorized: 0.00
Advance Requested: 0.00

= Document Summary
= Travelar

= Hinerary

» Ticketed Trans

Expense Category Details

Thcoound Label

+ Expenses

COM.CARIER 29 24 X52-09200ABC 25000
* EadpingRasiE LODBING 249 24 XX2.002004BC 244.00
= Accounting M&IE 24 24-X¥2-09200ABC 171.00
» Totals TAXUTIPS 24 24 X¥2-09200ABC 2000

= Comments
= Document Status

= Perform Pre-Audits

Expense Category Advance Details

Advance

Expense Category

= Preview Dosument
= Export Document

= Close Document

The Total Details page displays a summary of the costs and the accounting codes that
will fund the travel.

If an amount exists in the Computed Advance Authorized area, it is because this
document is for a traveler without a charge card. Travel Manager calculated the advance.
This is a cash advance from the Travel Office and will be deducted from the voucher if
the advance is requested and indicted on the document. This is NOT an ATM advance.

Click on the View Advances for Document link, in the ‘For this Document you can:’
area in the top right, to enter an authorized advance request. The Advances page will be
displayed.

powered by 3y
olen 5, s e

v
g /_ Gelco
Infarmatian Network” Tratet Madager*s.0

Nocument Preparation

Lsers Total Details for 24-XX0326021D
Susan Smith Quick Tip F_jurﬁl‘iS'thﬁM'E'nf-Yﬂu can:
Traveler:

Click the View Advances for Document to add or update an advance.

[ view Advances for Document

Total Estimated Expenses: 755.00
Computed Advance Authorized: 332 00
Advance Requested: 0.00

John Doe
[ Authorization:
24-HHOFZE02.0

Back I Continue

= Document Summary
= Traveler
= Hinarary

Expense Category Details
= Ticketed Trans

Expense Category

= Comments

= Document Status
« Perorm Pre-Audits
= Prewiemn Document
» Export Dosument

= Cloge Document

Expense Category Advance Details

Expense Catagory

LODGING
MZIE

e bl

« Expenses

2 COM.CARIER 24 245203200450 350,00
Eladeiipvaln LODBING 24 24.XX2.082004BC 24400
» Assaunting Mzl 24 24XX2NTONARE 17100
+ Totals TAXUTIPS 24 24.XX2.08200ABC 2000
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4. Click the Additional Advances button in the ‘For this Document you can:’ area in
the top right. The Available Accounting Codes page will be displayed.

;lr.fnillz_u‘!:_‘/? P -—(—'" " Gelco
et Al Travel Manager*s.0

L Nocument Prenaration

s
User: ’ : =
Available Accounting Codes for 24-XX03260210
Susan Smith Quick Tip  For this Document
Traveler: Once two or more accounting sodes are selected, the Allocation button is enabled Gome | Advance

John Doe Enter Search Criteria e
Back Conti
[ Autharization: = L
24- ¥ ¥03ZE02.0 Azcourting Code | Search | _Retrieve |

= Document Summany

Master Accounting Codes Click Accounting Label to add to Document

Prew 10 Nest 10
lLabel  [Clasification Code !
24FR2-32696000 3209600, .. .24, 2.5, 83, FR. 000
24 24RR2.09200000 0920000, .. 24, 2.8, 00, RR. 000 L
24 24.XX2.08200ABC 0020000, 2121, . 24, 2. 8. 00, XX, ABC B

= Traveler

= ltinarany

= Ticketed Trans

« Expenzes
» Lodging/M&IE
« Ascounting

! Totals

» Comments

Advance Accounting Codes for Current Document Click an or delete

» Document Status
= Parform Fre-Audits
= Previaw Document
= Expart Document

= Close Document

5. Click the account code Label link to select it from the Master Accounting Codes arca
and put it in the Advance Accounting Codes for Current Document area.

Document Preparation

Hezs Available Accounting Codes for 24-XX0326021D
Susie Smith
Tral'::la?erT Quick Tip
Once o o more accounting codes are selected, the Allocation button is enabled. Advance

John Do .
[ Authorization: 24- Enter Search Criteria
SR Accounting Code ‘ Searth| [ Retrieve

= Documert Sumtrsry

= Traveler Master Accounting Codes k Accounting Label to add to Document
i Prev 10 Hext 10

= ftingrary

= MBI e 24 3299600.. . 24.2 6. 93.FR. 000
= Expenses 24 24-RR2-05200000 0520000.. .. 24. 2 & 00.RR. 000
= LodgingMiSIE

= Accounting

» Totals

= Comments

= Documert Status k

= Perform Pre-Audits

= Preview Document
= Export Documert

~ ClEED DR Advance Accounting Codes for Current Document Click an itern to edit o delets t

& % 240.00.0001 06/29102 BOTH 0.00 24 24-FR2-32996000

6. Click the account code Label link, on the right side of the page under the Advance
Accounting Codes for Current Document area, to update the accounting information.
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ponvered by /% e
Géwcd‘—‘-'_".‘;a-‘,_ = /_Geleo
Informatior Network” Travel Man'a‘ger'-'s.u
Setup  Reports  Logout  Help Nocument Preparation

User: . .
ser Available Accounting Codes for 24-XX0326021D
Susan Smith Quick Tip For this Document you can:
Traveler: Onee two or more accounting codes are szlected, the Allocation button is enabled. ose | Advance

Jahn Doe Enter Search Criteria Baok| comine | J—l
Back Corti
[; Authorization: = —=
24-¥HO022602.00 Accounting Code I Search I Retrieve I

« Document Summary

Click Accounting Label to add to Document

« Traveler Master Accounting Codes
Search Results Praw 10 Hext 10

u Hinerany
o Tiedied] Trenes Organization Classification Code
29 24 FR2-32006000 2200800... 24.2.6.93. FR. 000
= Expenses -
24 24RR2.00200000 0920000....24.2. 2.00.RR.000 |
= Lodging/M&IE
24 24 XX2.08200ABC 0920000, . 2121, 24 2. & 00 XX ABRC
= Accounting LI
Totals q
Advance Accounting Codes for Current Document Click an item to edit or delete i
= Comments

. Perform Pre-Audits 7 8 2a0.00.0001 OTABMZ BOTH 332 .00 24 24304200200 AR

= Prewiew Document

« Export Document

= Close Document

8. Enter the appropriate digits in the Function field.

9. Enter the appropriate numbers in the Object Class field. Accounting codes may have
different values for the Object Class.

10. Enter the appropriate digits in the Reimbursable Code field.

NOTE

If Registration Fee is included on travel authorization, a training account code must
be selected.

11. The Part 10 field will be populated with the 3 digit subrad.

12. Click the Acct Code Updates button in the ‘For this Document you can:’ area in
the top right. The Available Accounting Codes page will be redisplayed.
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powered b5 VA
o 4. s aliRlED
Informatior Network” Travel Marager*8.0

Setup Reports  Logout Help Nocument Preparation

Berzre Update Accounting Code for 24-XX0326021D

Susan Smith Quick Tip For this Document you can:
Traveler: *fou must enter an account label hefore Updating the Extended Acct Codes Update | Estended Acct Codes

John Doe Save | Acct Code Updates

[> Autherization: Label  [24-X52-002004B0 O Save ing code

24-}X032602.0 and extended Accounting Canesl | Actt Code Updates

5 Organization |24 - codesto master list
= Document Summary
= Traweler
= Itinerary n

lAccounting Codes
= Ticketed Trans
= Expenses Program Code 0820000 Program Yesr |2
= Lodging/hi&lE
e Function | Fund Source B
} Accounting
Dbject Class | Meth of auth |00

= Tatals
= Comments Reimbrs Code | Org Code  [3¢
© Beeter i certer i [z4 Pat 10 [ABC

= Parform Pre-Audits
= Prewien Document

= Expart Document

= Cloge Document

12. Click the Pencil icon [#] in the Advance Accounting Codes for Current Document area
to edit the advance information. The Update Cash Advance page will be displayed.

——— /_Gelco
Tratel Marager*a.0

Nocument Prebaration

e Update Cash Advance for 24-¥X0326021D

Susan Smith Quick Tip St Bummen
Traveler: Update the cash adwance infarmation and click Add. Preview | Advance
John Dos 55N [eaco0-0001 _Save | Advance Updates
[} Authorization: Hame John Doe e T
243 ¥032602JD _ Dete Frriomom _Close | without Saving Updates
ity I
+ Document Summary Type [CRECK =]
= Traweler

= Hinerany
B - 0820000, . 2121. . 24. 2. & 00, XX ABC

= Ticketed Trans Organization 24

= Expenses Remarks |

= Lodging/h&IE

» Ageounting
» Totals

» Comments

» Document Status
» Parorm Pra-Audits
+ Freview Document
« Export Document

= Cloge Document

13. Select EFT from the Type pull down list.

14. Enter “Advance for expenses” in the Remarks text box.

15. Click the save | Advance Updates button in the ‘For this Document you can:’ area in the
top right. The Available Accounting Codes will be displayed.

16. Click the Pencil icon [#] in the Advance Accounting Codes for Current Document area
to view the advance information that was just saved.

17. To print the Advance Form for the traveler to sign before getting an advance, click the

Advance button, in the ‘For this Document you can:’ area in the top right, to
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18.

19.

20.

21.

22.

23.

display the Advance of Funds Application and Acct form. A separate browser window
will open to display the form, as shown below.

VANTE OF FUNDS
TICH AND RCCT

SEN:

ADDR PHONE

MAIL CD

Rozamend, CA ORG: 24-X

TITLE:
DUTY¥: DFRC TZ: 9 SEC CLE:
REE3: FRosamond, CA CARD: INFREQUENT TRAVELER
HOURS: 8
Prepared By 2 Smith xax-xxxx Location

21 TA HNUM: DATE: 07/13/2002 TYPE: SINSLE
TO: 03/30/02 TRAVEL TYPE: TempoIrary

s TATION CHARG! 4) BRLANCE DUE:
9200ABC - 032

ADWV REQUEST 33z2.00

T
travel and cther expenses toc be incurred by me.
&) APPLICANT SICHATURE CRTE

Click the Print button in the form window to print the Advance of Funds form.

Close the browser window. The Update Cash Advance page will still be displayed in
the original window.

The Travel Authorization Number is assigned when the document is signed and routed.
After the number is assigned, type the Authorization Name and Number in the 2) TA
NUM: field on the printed form.

The traveler must sign the printed form in the 6) APPLICANT SIGNATURE field and
forward it to the Travel Office.

Click the _&2==| without Saving Updates button, in the ‘For this Document you can:’
area in the top right, on the Update Cash Advance page.

The Advances page will be displayed again showing the advance record added to the
Advances for Current Document area.

a. Click on the Pencil icon [#] to edit Advance records for necessary changes.

b. Click the X icon to delete Advance records.
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powered by Vv
e ——— /_Gelco
Travel Méarager*a.0

Nocument Prenaration

User:

Advances for 24-XX0326021D
Susan Smith g Quick Tip For this Document you can:

Traveler: To enter an advance, click Add, Previously entered advances can be edited (Fencil icon) or deleted (% icon).
Add | mdditional Advanses
John Do
[> Authorization: Close IAduances Soreen
24-¥¥032602J0
= Document Summary Advances for Current Document an item t;
= Traveler = e = P
= Hinerary
i S 07ME0Z EFT 332,00 24 24-X42-092004BC

= Ticketed Trans
- Expenses

= Lodging/M&IE

= Accounting

} Totals

= Comments

» Document Status
= Perform Pre-Audits
= Preview Document
= Export Document

= Cloze Document

24. Click the Advances Screen button in the ‘For this Document you can:’ area in
the top right. The Total Details page will be displayed again. The amount of the
advance displays in the Advance Requested field.

v
e = e i/ Geleo
Informatior Network” Travel Msn‘a‘ger'-'s.o

Setup Reports  Logout Help

Nocument Preparation

Berzre Total Details for 24-¥XX0326021D
Susan Smith Quick Tip For this Document you can:
Traveler: % Click the View Advances for Dacument to add or update an advance. [ view Advances for Documert

. Totsl Estimated Expenses: T85.00 pack | _continue
[} Authorization:

Computed Advanee Autherizad: 332.00
24-¥X032602.J0 Advance Requested: 0.00

« Document Summary

« Travaler
. i "
neran Expense Category Details
« Ticketed Trans
+ Expenses . :
COM.CARIER 24 24-XX2.08200ABC 350,00
o LadgE= LODGING 24 24.XX2.08200ABC 24400
= Accounting MEIE 24 24.X2-09200ABC 17100
} Totals TAXUTIPS 24 24 XX2.08200RBC 2000

= Comments

= Document Status Expense Category Advance Details

= Perform Pre-Audits

» Preview Bocument LODGING 19520
= Export Document MEIE 126.20

» Close Document

NOTE

Travel Manager automatically adds this Other Authorization to the document for
“TRAVEL CASH ADVANCE”.
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25. Click the Accounting Code link, on the Document Processing Toolbar on the left side of
the page, to display the Available Accounting Codes page. Note the accounting code
for the advance is selected for the authorization as well as the original accounting code.
The funds must be allocated to the correct accounting code. Notice the Allocate link at

the bottom of the page on the right.

powered by /7
P

o~

GBlen —= ¢ e
Inforemation Mefwork”

Susan Smith
Traveler:

John Doe
[> Autherization:
24-¥X0326024D

= Document Summary
= Traveler

= Hinerary

« Ticketed Trans

= Expensas

= Lodging/i&E
 Accounting

- Totals

= Comments

= Document Status
« Pedorm Fre-Audits
= Preview Document
= Expart Document

» Close Document

e
——= /._Geleo
Travel Mianager®s.0

Nocument Preparation

Available Accounting Codes for 24-XX0326021D

Quick Tip For this Document you can:
Once two of more ascounting codes are selected, the Allocation button is enabled. d | Hew Accounting Code
Enter Search Criteria Backl Continue
Accourting Code | Search | Retrieve

Master Accounting Codes Clidk Accounting Label to add tc ment

Sezrch Results Pren 10 Hewt 10

Organization Classification Code

24 294FRZ-37000000 I2H0600. .. .24, 2. 6. 93, FR, 000

24 24 RRZ-08200000 0920000, .. . 24. 2. 8. 00. RR. 000

24 ZAXXZOEPONABL DSZ0O00. 2121 24 2 & 00 XX ARC

Click an itemn to editdelete it

24-RR2-00200000 0020000, .. 24.2.2. 00, RR. 000 Extended Allocate

24-x2.00200ABC 0920000, . 2121, .24, 2. 2, 00, XX, ABC Extended Allocate

ﬁ Edit x Lelete

26. Click the Allocate link on the same row as the second accounting code. The Accounting

Allocation Summary page will be displayed.

User:

Alice Preparer
Traveler:

ANDY TRAVELER

> Authorization: 24-

AAD3ZE02AT

= Document Sutnmary

= Traveler

= tinerary

= Ticketed Trans

= Expenzes

= Lodging Mt 2IE

F Accounting

= Totals

= Comments

= Document Status

= Perform Pre-Audits

= Previewy Document

= Export Documert

= Cloze DocLiment

CREATE TRAVEL AUTH.

T Document Preparation

Accounting Allocation Summary for 24-AA032602AT

For this Document you can:

Close | &llocation Screen

Quick Tip
Expenses can be allocated by expensze type, percent, date, expense category, of amount.

Accounting Allocation Summary
2 0 ahel

24-28 24-A22-09200000 7as.00 a
2448 24-A82-71035000 0.00 0

Expense Cateqary
Expense Cateqary Expenze

COM.CARIER

LODGING 24400 COM.CARIER 3:

MEIE 17100 LODGING 244,00
OTHER 0.00 MEIE 171.00
TAXITIPS 20.00 OTHER: 0.0a

TAXUTIPS 2000

Expense Category Allocation Breakdown for 24 AA2 71035000

COM.CARIER
LODGING 000

MEIE 0.00
OTHER 0.o0
TAXITIPS 0.00
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CREATE TRAVEL AUTH.

When there is more than one accounting code on a document, all the money is assigned to the
first accounting code by default. The expenses may be allocated across multiple accounting
codes using the five methods that are available in the Accounting Code Allocation

Summary area of the Accounting Allocation Summary page.

a. Percent indicates the percentage of total costs to each accounting code (i.e., one
accounting code pays 70%, and the other pays 30%).

b. Date allows allocation according to when the expense occurred (i.e., one accounting
code pays for the first two days of travel, and the other pays the remaining days).

c. Expense Category indicates which expense category is assigned to an accounting
code (i.e., one accounting code pays for registration fees, and the other accounting
code pays for all other expenses).

d. Expense indicates which specific expense is assigned to which accounting code (i.e.,
one accounting code pays for M&IE and another pays the other expenses).

e. Amount indicates the amount of each expense item to allocate to an accounting code
(i.e., one accounting code pays $100 of the registration fees expense and the other
pays the remainder).

27. Allocate by Expense Category.

a. Click the Expense Category link in the second row under the Allocate By column.
The Allocate By Expense Category page will be displayed.

User:

Alice Preparer
Traveler:

AMDY TRAVELER
Authorization: 24-
AAD32602AT
= Document Summary
= Traveler
= ltinerary
= Ticketed Trans
= Expenzes
= LodgingMEIE
F Accounting
= Totalzs
= Commerts
= Document Status
= Perform Pre-Audits
= Preview Document
= Export Document
= Close Document

Allocate By Expense Category for 24-AA032602AT

Cuick Tip

For each expense category, divide the total amount among the selected Account labels. Cycle through
the expensze categories using the links belowe . &1 entries must balance before saving, cancel at any
time without saving.

Expense Category Organization/Label
COM.CARIER [24.44/24:442-03200000 =]
LODGING [24:44/24:442-71035000 = |

MSIE I 24-44/24-242-71035000 = I

OTHER [[24.44/24-2 271035000 =

Document Preparation

 For this Document you can:

Allocation Changes

Cancel | Allocation Changes

b. Click the LODGING pull down list and select the second code.

c. Click the M&IE pull down list and select the second code.

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

Page 36




DFRC TRAVEL MANAGER WEB VERSION 8.0 PREPARER MANUAL CREATE TRAVEL AUTH.

d. Click the Allocation Changes button in the ‘For this Document you can:’ area
in the top right. The Accounting Code Allocation Summary page will be displayed.

Document Preparation
User: Accounting Allocation Summary for 24-AA032602AT

Alice Preparer g Quick Tip For this Document you can:

Traveler: Expenzes can be allocated by expense type, percent, date, expense category, or amount. Close | Allocstion Screen

ANDY TRAWELER
[ Authorization: 24

AADI2602AT 2444209200000 370.00 3 Expenze Cateqory Expense
= Document Summary 24-A8 24-A82-71035000 415.00 o 5 Expense Cateqory Expense
» Traveler Expense Category Allocation Breakdown for "24-AA2-09200000" Break by Expense Category
-ty
ary A mouint &b

= Ticketed Trans COM CARIER 350.00

= Expenzes LODGING 0.0 COM.CARIER 350.00
= LodgingMEIE MEIE 000 LODGIMNG 244.00

 Accounting OTHER: 0.00 MEIE 171.00
« Tatals TAXITIPS 2000 OTHER 0.00

TAXNTIPS  20.00
= Comments

= Document Status

- = Perform Pre-Audits

COb CARIER 0.00

= Preview: Document LODGING 24400
= Export Documert MEIE 171.00
= Cloze Document OTHER 0.00

TAXITIPS 0.00

e. Notice the amount for the second Accounting Code is 415.00. The advance request is
for 332.00; therefore, 83.00 must be reduced from the accounting code amount.
Allocate by Amount.

f. Click on the M&IE in the Expense Category Allocate by Amount link (171.00).

Setup Reports Logout Help Document Preparation

User: Allocate By Expense Category Amount for 24-AA032602AT
R R Quick Tip For this Document you can:
Traveler: For each expenze category, divide the total amount among the zelected Accourt labelz. Cycle Amourt Changes
through the expense categories uzing the links belowe. ANl entries must balance before saving;
cancel at any time without saving. | i
ANDY TRAVELER ' I£] Done |Save & Exit Amount Changes
[> Authorization: 24- Expense Category: MEE Total Amount: 171.00 Cancel | Amount Changes
AAD32602AT o
Organization Label Amount

= Document Summary

24-AA 24-AA2-09200000 |83.DD
= Traveler
« Hinerary 24-AA 24-AA2-T1035000 ISS.DD

= Ticketed Trans

- = Expenses
F Accounting (= Category ou
= Totals COM .CARIER
« Comments LODGING
= Document Status MEIE
= Perform Pre-Audts BIHER
TAXITIPS

= Preview Document
- = Export Document
= Cloze Document
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g. Click in the Amount field for the second label and change the amount from 171.00 to
88.00. The amount for the first accounting code label will be calculated as 83.00.

h. Click the 22| Amount Changes button, in the ‘For this Document you can:’ area
in the top right, and the page will be re-displayed.

1. Click the _Done | Save and Exit Amount Changes button, in the ‘For this Document
you can:’ area in the top right, and the Accounting Allocation Summary page will
be displayed with the amount for the second Accounting Code as 332.00.

Setup Reports Logout Help Document Preparation

User: Accounting Allocation Summary for 24-AA032602AT

For this Document you can:

Close I Allocation Screen

Alice Preparer Quick Tip
Traveler: Expenzes can be allocated by expense type, percent, date, expense category, or amaount.

ANDY TRANVELER:

Accounting Allocation Summary
[z Authorization: 24- Orgar

ization Label

AAD32602AT E 24-4,£,2.09200000 45300 i} Expense Catecory Expense
= DOCUMENt SUmmary 24-84 24-A02-71035000 F32.00 o Expense Cateqory Expenze
= Traveler
= finerary
» Ticketed Trans COM.CARER:
= Expenzes LODGING
= LodgingMEIE MEIE §3.00 =
» Accounting OTHER 0.00 17100
Lo TANITIPS i
20.00
= Commerts
= Document Status
- = Perform Pre-&udits COM.CARIER
= Preview Document LODGING 244 00
= Export Document MEIE §5.00
= Cloze Document OTHER 0.00
TaXNTIPS 0.00

j. Notice the M&IE expenses are allocated to both accounting codes, and the Lodging
is allocated to just the second accounting code.

k. Click the Allocation Screen button, in the ‘For this Document you can:’ area
in the top right, to return to the Available Accounting Codes page.

28. Click the button in the ‘For this Document you can:’ area in the top right. The
following message displays.
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29. Click the

ifmptrylifmp.nasa.goy - [JavaScript Applicak il

Yo have selected mulkiple Accounting codes Far khis dacurment,
Click CAMCEL to allocate expenses ar dlick OF to continue?,

Ik I Cancel

Ik

button in the pop-up message window. The Total Details page

will be displayed.

powered by

i iyp

Gbleo =y
Infarmation Net

User:

Suzan Smith
Traveler:

dohn Doe
[> Authorization
24-XX032602J0

= Dooument Summary
= Traveler

= ltinerary

= Tidketed Trans

= Expenses

= Lodging/hadE

= Azcaunting

" Totals

= Commants

= Document Status
= Perform Pre-Audits
= Preview Dacument
= Export Document

= Close Document

. —(—.‘T.. —3 Gelco
Travel Marager®s.0
Nocument Prenaration
Total Details for 24-¥XX0326021D

g Quick Tip For this Document you can:

Click the View Adwances for Document to add orupdate an advance. [ view Advances for Documerd

Total Estimated Expenses: 785.00 Back Continue I

Computed Advance Authorized: 332.00
Advance Reguested: 332 00

Expense Category Details

Expense Categony Diganization Account Label Amaunt
bt CARIER 24 2442 DAZO0AB 35000

LOD&ING 24 24X DAZO0ABC 244,00

MEIE 24 24-%42-0920048C 171.00

TAXNTIPS 24 24-%2-09200ABC 2000

Expense Category Advance Details

Expensa Categarny Advance

LODGING 195.20

MEIE 136,80

30. Click the button, in the ‘For this Document you can:’ area in the top right, to
display the Comments page.
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L. COMMENTS

NOTE

All Travel Authorizations will be routed for approval to the funding organization only. In
order to ensure document supervisory approves of the travel, prior to signing and routing
the Authorization, the Preparer must print out a copy of the order and obtain the
traveler’s branch manager/supervisor’s signature on the hard copy. The Preparer will
keep the signed copy on file.

The Preparer will add a comment on the Travel Manager document indicating
supervisory approval (name and date) so subsequent approvers are informed all required
coordination has taken place.

P :' Gelco
Travel Méanager*s.0

2 ut i Document Preparation

By Comments for 24-XX0326021D

Susan Siith S For this Document you can:
Traveler: % Click Apply and preset comments are inserted into the Comments field. Comments can alsa be typed ditectly into the spply | Presst Commen =

comments field. Comments apply to the entire document
B A:R:\:vr:\zD;tieun Comments [ isher due & days after completion of your trip = IS

24-XKO3ZEOZJ0 _Eaild Cortinue I
= Document Summary Close | without Sawing Comments
» Traveler
= Itinerary
« Ticketed Trans =
« Expenses i ;|_I
» Lodgina/M&IE
s Acoounting
= Totals
¥ Comments

1. The Comments page displays the preset comments that were entered on the Itinerary
page. If ‘“Voucher due 5 days after completion of your trip” is not in the comments box,

click the Preset Comments button, in the ‘For this Document you can:’ area in
the top right. Enter any other necessary comments after the preset comments.

NOTE
Click the button, to the right of the Comments box, before typing additional

comments. All comments will be erased and replaced with the preset comments when the

button is clicked.

2. If comments are entered, click the Comments button in the ‘For this Document
you can:’ area in the top right. The Document Summary page will display to review the
document before going to Document Status.

3. Click the button, in the ‘For this Document you can:’ area in the top right, to
go to the Document Summary page to review the document prior to stamping.
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M. DOCUMENT SUMMARY

plr.-.‘-:‘_lﬂ‘l.ll‘,-? — VA Gelco
folen ~% i Sew ¢ e 2™
information Netwerk” Travel Méanager*s.0
D Bennrt H H
e Document Summary for Authorization 24-¥X032602J1D
Susan Smith Quick Tip For this Document you can:
Traveler: For specific infarmation, click an a Datails link. You can sign and stamp your dacumant fram the Document Status saetion.
vt Authorizat 522 | posument
Susan Smith raneel onzation ;
[ Autherization Humber _Continue | Entering Document
24-XX03260200 Traveler Detsils 240-00-0009 , Susan Smith siose | cument o .
urrant Documen
* Docurnent Summary Purpose Description & Days training in Montgamery, AL
0 Tl tinsrary Detsilz MONTGOMERY,AL 03/26/02 - 03/30102
» Itinerany Ticketed Trans Oetails $350.00

o e TEnS S5-DiE NI < p ense Summary
Amoun

= Expenses ]
Quick Expense SISV

« Lodgina/M&IE

= Accounting | |
- Totals

Tatal ;‘20 a0 I

Lodaina/M8IE Detsils $4415.00
« Dosument Status Dther Authorizations Detsils TRAVEL CASH ADVANCE

= Perform Pra-Audits P el ccounting Summary

= Freview Document Label

= Comments

= Export Document 24 RR2-09200000 000
« Close Document 24 ¥2-09200ABC 785.00
Total: 726,00
JEEENESIERTotals Summary

|Advance Requested 332100 |

Enter Comments Woucher due § days after complation of your trip

Document Status | ILTRTTG T @Y E1TES Enter Status/PIN to stamp this document

: CREATED  Awmiting: Susan Smith Stamp and Route

ISIGNED - | :l _|
-

s I — I

1. Click the appropriate link, on the Document Processing Toolbar on the left side of the
page, to review any area of the document prior to stamping and routing.

2. When the document has been viewed, it can be signed, stamped, and routed.

3. If more than one accounting code is funding the travel, click the Accounting Details link,
beside the Accounting Summary area, and review allocation of expenses to ensure
proper distribution of funds to the correct account code prior to signing the document.

4. Click the Document Status link, on the Document Processing Toolbar on the left side of
the page, to display the Status page.
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N. DOCUMENT STATUS

Ay Vi —i‘ Gelco
Travet Manager®s.0

Ll Pre-Audit Results for 24-XX0326021D

Suzan Smith Quick Tip For this Document you can:
Traveler: Cligkthe Magnifying Glass icon to view detail comments for each audit process. Justify Ip,e,Aud“ Results
Susan Smith Document Name: 24-%2032602J0 ﬂs_eJ Pre-Audit Results

[ Adthorization Type: Authorization
24-¥HDIZEOZID
Traweler: Smith, Susan
* Dosument Summary -
= Traveler
vy Pre-Audit Results
= Ticksted Trans A Con -
= Expenses By acruacs est FASS
= Lodging/M&IE B\ APPROVED BY TRAVELR [
= Accounting B\ approveD By TRAVELRZ FASS)
= Totals B spproveD By TRaVELRS FASS
* Comments B\ casH ADVANCES EXIST FAIL CASH ADVANCES EXIST
*AETme S [ conrerencE alLowancE PASE

* Perform Pre-Audits

@DAILY EXFENSE THRESH PASE
rfietis Doctment @EXP CATEGORY USED FASS
Rh s @EXP CATEGORY USED1 FASS
S e @ EXP CATEGORY USEDZ PASS

@EXPENSE CATEGORIES PASS

1. Note the Status to Apply value. It should be SIGNED for this document.

2. Click in the Signature PIN field and enter the appropriate PIN.

NOTE

The Remarks field is to be used by Reviewers and/or Approvers to note approval or
disapproval. Comments should be entered on the Comments page.

The routing cannot be changed after the document is routed.

Be sure the correct routing is assigned to the document in use. Click the Traveler link, on
the Document Processing Toolbar on the left side of the page, to verify the routing.

3. Click the and Submit Document button in the ‘For this Document you can:’
area in the top right.

NOTE

The steps to sign and stamp can also be performed in the Document Summary page.

4. The Pre-Audit Results page will be displayed.
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O. PERFORM PRE-AUDITS

Document Preparation
User: Pre-Audit Results for 24-XX032602JD
Suzie Stiith - =
Traveler: % g:‘c‘:ﬁ‘;;;ﬁagnifying Flass icon to view detal comments for each audit process I
) ustify | brepudt Results
dofin Doz Document Hame: 24-XX03260210 %Sﬁmpmg i B
Tra:::::; Qir?j:ifmn Pre-Audt Results
Status: FalL

E\ ACTUALS EXIST FAIL ACTUALS EXIST

E\ APPRONVED BY TRAVELR1 PASS

a APPROWED BY TRANELRZ PASE

@h APPROVED BY TRAVELRS PASE

@h CASH ADYANCES EXIST PASE

@h CONFERENCE ALLOWANCE PASS

@t DaJLy EXPEMSE THRESH PASS

Izt EXP CATEGORY USED PASS

@ EXP CATEGORY USEDM PASS

@ EXP CATEGORY USED2 PASS

Et EXPENSE CATEGORIES PASS

E\ LAUNDRY/DRY CLEANING PASS

E\ LEAWE EXISTS FAIL LEAWE TAKEN

E\ MILITARY PERZOMMEL PASS

@h MOMN CONTRACT AIRFARE PASE

@h QTHER AUTHORIZATIONS PASE

@h QTHER EXPENSES PASS

[ overroe PASS

@t PERZONAL INFO - KEY PASS

[ rravE mopEs Pass

@ TRIP DURATICN PASS

Et TRIP DURATICRT PASS

E\ TRIP PURPOSES PASS

E\ TRIP TYPES PASS

1. Review the Pre-Audits Results that Travel Manager processes for the Authorization.

2. If any item needs attention, 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 be a warning to draw attention to a particular process to ensure the preparer has
entered/reviewed the data correctly.

NOTE

Click the button, in the ‘For this Document you can:’ area in the top right, if
changes are necessary prior to signing. The document will not be signed and will not be
routed. The Open Existing Document link, on the Document Processing Toolbar on the

left side of the page, can be used to open the document for update.

Click the Pre-Audit Results button, in the ‘For this Document you can:’ area in
the top right, to describe any audits that fail and need further explanation.

3. Click the Stamping the Document button in the ‘For this Document you
can:’ area in the top right. The document is signed and routed. The Travel Manager
main page will be displayed.
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Setup  Reports  Logout  Help Document Preparation
User:

Suzie L. Smith
Traveler:

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

[ Dalete Documants

[ Copy Dosument

[» Import Documents

4. An e-mail message will be sent to the first person in the routing list.

NOTE

The authorization is approved when the final person in the routing list has stamped the
document.

An e-mail is sent to the Traveler to confirm the document has been processed.

The Traveler can print the authorization any time after the document has been stamped by
the final person in the routing list.
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P. OPEN EXISTING 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.

Document Preparation

User:
S S Traveler Listing (Open Document) Document Search (Open Document)
Traveler: Quick Tip Document List
Type one or more letters of the traveler's last name and click
[» Creste & Mew Document Search. Then, click the traveler's name to list all documents.
Open Existing Enter Search Criteria B authorization 24-X¥H032602.0 03126002 SIGHED
Document
[ Review Documents Last Hame
[» Delete Documents Document Type

[ Copy Document Traveler List Click on an ents [3

[ Import Documerts Prev 40 Hext 40

Doe, John 240-00-0001

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. 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, REVIEWED, APPROVED,
MGT REVIEWED or MGT APPROVED.

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

column.
Document Preparation
User:
. Traveler Listing {Open Document) Document Search {(Open Document)
Traveler: Quick Tip Document List Click on an entry to select i
Type ohe of more letters of the travelet's 1ast name and click
[+ Create a New Document Search. Then, click the traveler's name to list all documents.
Open Existing Enter Search Criteria B authorization 24-Hx 326020 03/26/02 SIGNED
Document
[ Review Documents Last Hame
[ Delete Documerts Document Type | Authorization %
[» Copy Document Traveler List Click on an ent it
[ Import Documents: Prev 40 Hext 40

Dioe, John 240-00-0001
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4. Click the Document icon = next to the document created in the previous exercise. The
Open Document Signature page will be displayed. If the preparer has not signed the
document, the Open Document Signature page will not display, and the document will

open.
Setup Reports  Logout Help Document Preparation
s Open Document Signature
I Quick Tip For this Document you can:
Traveler: % The Signature PIN is case sensitive! Sign | to Review Document
Signature for Adjustrnent | Giﬂ Cocument as WiewOnly
[> Create a New Documant

Cancel Opening Document

' Open Existing
Document
[» Review Documents

[» Delete Documents

[» Copy Document

[+ Import Documents

5. 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.

6. 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.
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—

V7
Gl 5 o, =/ _Gelco
et NP Tratel Méarager*s.0

MNacrmant Neanaeatine
-

Document Summary for Authorization 24-XX0326021D

User: Il
Susan Smith Quick Tip For this Document you can:

Traveler: For specifis information. click on a Details link. You ¢an sign and stamp your decument from the Document Status section E— I Document

Travel Autharization T i
Susan Smith _Continue | Entering Document
[ Adtherization: Humber

24- ¥X0IZE02.0 Traweler Detsils 240-00-0009 , Susan Smith Close | Cument Document

F Document Summary Purpose Description § D ays training in Montgomeny, AL

= Traweler finerary Detsils MONTGOMERY,AL 03/26.02 - 03/30/02

= Hinerary Ticketed Trans Detsils $350.00

= Ticketed Trans SREEESIENF < pense Summary

« Expensas

Buick Expense [0 Deleta

Date Exp nt
03/26/2002

« Ladgina/M&IE

= Accounting |

Total :|20.00
= Totals

Lodaging/M&IE Detsils $4415.00
Dther Authorizations Detzils TRAVEL CASH ADVANCE
= Document Status

» Perform Fre-Audits P e Pl ccounting Summary

= Comments

= Preview Document Labal EmET
» Export Document 24 RR2-09200000 0.00
24 %x2-08200ARC 755.00
= Close Document
Total:[785.00

Totals Details | el CRNTTHTE]

Amount

|Advance Requested |322.00 |

Enter Commerts Voucher due & days after completion of your trip
N0y #EE ) o cument Status Enter StatusiFIN to stamp th

Document Status: CREATED  Awsiting: Susan Smith Stamp and Route b
I [ =

| s1GHED

7. 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 with the routing
list.

powered b5

v
Ghleo =%y e . ,—(—'_.' ‘. Gelco
Informatior Network” Travel Man'a‘gm!s.o
B He MNMacimant Dekanaeatinn
Berzre Status for 24-XX0326021D (View Only)
Susan Smith Quick Tip For this Document you can:
Traveler: The Signature FIN is case sensitive!

gack | continue |
Susan Smith

[} Authorization:
24.¥H032E020

Document Routing
= Document Summary

= Trawelar
= inerary n
Document History s o enf
= Ticketed Trans
s
P O7A502 B:1GAM FST CREATED Susan Smith
= Lodging/MalE OTABIZ 12:24PM PST SIGNED Susan Smith

= Accounting

- Totals

= Comments

F Document Status
= Peorm Pre-Audits

» Preview Bocument

= Expart Document

» Close Document

8. The Document Routing area shows the routing path the document will take. The
Document History area shows what has happened to the document.

9. 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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10. If the document was opened in an update mode and adjustments were made, sign and
stamp the document, and the document will be rerouted using the initial list of approvers
with the new changes.

NOTE
The routing cannot be changed after the document is initially routed.

If routing is incorrect, the document will have to be deleted and a new document will have
to be created.
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