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Chapter

Introduction

COURSE DESCRIPTION

This course is designed to teach the features and functionality of TM 8.0
Version 8.0 (TM 8.0), Document Preparation on the Web. It presents how
to create and process Travel Authorizations, Vouchers, Vouchers From
Authorizations, Local Vouchers, and Amendments including cancellations
and reclaim documents.

COURSE PREREQUISITES

= Familiarity with travel authorizations and travel voucher preparation.

= Familiarity with travel regulations.

GOALS AND OBJECTIVES

The goal of this course is to train users in the step-by-step activities
required to process travel documents using TM 8.0, Document
Preparation on the Web.

Whenever possible, applicable travel regulations are incorporated into
the exercises but regulation expertise is not the final goal of this training.

By the end of this class, students will be able to perform the following:

= Loginto TM 8.0

= Use the various toolbars

= Understand Edit Locks

= Search for Per Diem Rates
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= Prepare various types of travel authorizations

= Prepare travel vouchers

= Create amendments/adjustments to travel authorizations and vouchers

= Cancel and delete travel authorizations

WHERE TO FIND HELP

On-LineHelp

For basic instructions for using the
software.

For the status of travel documents.

For guidance on travel policy, foreign
conversion rates, and mileage
information

LiveHelp

For requests for user IDs, updates to
approval routing, and user maintenance
including password assistance.

For questions regarding the status of a
travel voucher, travel policy, or per diem
rates.

For questions on document preparation,
other TM Administrative functions,
web/system access, system errors,
printing problems, and/or audit failed
documents.

TM 8.0 On-Line Help

Visit the Customer Service Information Self
Service (CISS) website at
http://hpl.hatrs.doe.gov

Vidt the Office of Management, Budget, and
Evaluation, Capital Accounting Center,
Travel Branch website at
http://www.hr.doe.gov/cfo/cac.html

TM 8.0 Administrator. A list can be found at

www.travel.doe.gov and clicking on the
CONTACT US button.

Office of Management, Budget, and
Evaluation, Capital Accounting Center,
Systems Operations/ Customer Service Team
on 301-903-4340 or 1-800-597-7720.

Infrastructure Support Center (1SC) on 301-
903-2500, option 1




Travel Manager 8.0 for Web

TM 8.0 is browser-based and accessible via the Department’s Intranet. It allows
users to prepare and electronically approve their documents.

WHAT'S NEW WITH VERSION 8.07

While the web-based TM 8.0 has a new look and feel, much of the travel authorization
and voucher processes will remain unchanged. The areas where changes are occurring
are presented below:

End-users will note that the software performs enhanced data entry pre-audits
(when document is submitted/approved). This feature will greatly reduce the
probability that a travel document will be returned for correction.

End-users will have a greater flexibility to scroll through large TM reference tables.

Via the required use of the Adobe Acrobat (5.0+) software, the end-user will be
able to preview the document before printing the document.

While the passwords for existing users will be converted automatically to allow
access to the TM 8.0, a temporary default password will be established for new
users.

Enhanced system security will require that passwords are changed after 180 days
and users will be denied access to the system after three unsuccessful attempts.

The TM 8.0 application will close if the user has the application open longer than
45 minutes without making any entries.
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TM 8.0 TERMINOLOGY

The following are some terms commonly used within the TM 8.0 System.

AUTHORIZATION — Used to request or obtain permission to travel
(pre-travel).

LEG — A portion of a trip denoting the departure from the
originating location to the arrival at the destination location.

LOCAL TRAVEL VOUCHER — A record of travel expenses related to
non-overnight travel (post-travel).

M&IE RATES: CONUS — Miscellaneous and incidental expenses
within the Continental United States, updated yearly.

M&IE RATES: OCONUS — Miscellaneous and incidental expenses
outside of the Continental United States, updated monthly.

TDY — A temporary duty destination.
TRIP — A record of all travel from when you leave your home or
present duty location until you return to your home or present duty

station.

VOUCHER — A post travel request for reimbursement of travel
expenses.

DATA LINK STATUS — A document that has updated the accounting system.
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| @ &0 % =

ICON LEGEND

Pencil icon — Allows user’s to edit information entered on a
travel document.

X icon — Allows user’s to delete information entered on a
travel document.

Quick Tip icon — Provides information pertaining to the
window currently open on the users computer. This feature
can be found at the top of a browser’s window.

Mandatory Field icon - This icon identifies fields as being
mandatory fields.

Calendar icon — This icon allows user’s to view the
current yearly calendar. Double-click on a day and the field
associated with the icon will automatically update with
your selection.
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SECURITY AND PASSWORDS

TM 8.0 provides controlled access to the system through a user ID and password.
Users can access their own travel documents. Users designated as a preparer for a
group are able to access their own documents as well as those travel documents for
their assigned group members. TM 8.0 allows three consecutive attempts to login to
the system. After the third invalid attempt, you must contact your TM administrator
for access to the system.

In addition to the user ID and password needed to gain access to the TM system,
users also need a signature PIN.

Current Users of TM

TM passwords and signature PINs used in TM 7.0b will be converted to TM 8.0.
Therefore, when logging into TM 8.0, use your existing TM password and signature
PIN.

If you wish to change your password or signature PIN, see Appendix C. If you have
forgotten your password or signature PIN, you must contact your TM administrator to
have them reset.

First Time Users of TM

All first time users of TM must contact their TM administrator to obtain a TM user ID
and password and to establish a signature PIN. See Appendix B.
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LOGGING ON TO TM 8.0

1. Double click the TM 8.0 icon located on your desktop.
OR

2. Open your Internet browser and enter www.travel.doe.gov. Click
on the appropriate link to your organization. The login screen is
displayed.

IDu-c:P'iap 'ri

U Cenditions | on Ascaphaney
of Privacy Aot Motk below

TM 8.0 Login Window

3. Inthe User Name field, type your user ID and press [Tab].
4. In the Password field type the password.
5. In the drop-down menu select Doc Prep.

6. Click on the Login Button.
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T™ 8.0 MAIN WINDOW

The Main window contains the Menu toolbar on the top and Document
toolbar on the left hand side.

Module Name

| Menu Toolbar |

Setup Reports  Logout Help

User:

lark Train10
Traveler:

[> Create a Mew Documert
[# Cpen Existing Document
[ Reviewe Documents

[z Delete Documents

[# Copy Document

[> Import Documents

< Document Toolbar

Main Window

THE MENU TOOLBAR

The Menu toolbar is located on the upper left side of the browser. This

toolbar allows you to perform Setup, Reports, Logout, and Help functions.

The Reports module is not currently used.

-
¥ Gelco

v Travel Manager®s.0

.I‘rJI'rJ il tr.:lrJ Ne fivark’

Setup Reports Logout Help

Menu Toolbar
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To select a function, click the desired function. You may also press [Tab]
to navigate through different elements on a page (fields, buttons and
checkboxes) and then press [Enter] to select the highlighted element.

When one of the menu items is selected, its corresponding sub-menu
items are displayed on the left side of the browser window.

Accessing Help

Clicking Help displays the Gelco TM 8.0 online Help system. The Help
feature is supplied to the user by the vendor of the software. It provides
basic instructions for using the software. Access the main topics in the
Contents frame to view each item’s subtopics. Click the topic that most
closely matches the information you are looking for.

Contents Welcome
F
rame The Menu Toolbar
\A'he Document
Toolbar

Authorizations
Vouchers

Local VYouchers
Amendments
Admin Setup

Budget Module

Welcome to Gelco Travel Manager® (GTM)
8.0

Congratulations on your purchase of GTM 8.0 Intemet version, the system of choice for
tnptoving, te-etipineeting and automating business travel.

This chapter inclades:

s infornation about logging inte GTM 8.0
e instructions for tesizing varous windows within GTH 8.0

All screen captures i this puide were captured using Netscape Navipator 4.07 and Intemnet
Exploter 5.0. If you use a different web browser, the windows displayed on your monitor
tnay be different than what s shown m this guide. Depending on the tesolution of your
momnitot, the size of the G'TM 3.0 windows may differ from what is shown in this guide
(800 = 600 pixels).

Greneral Information
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THE DOCUMENT TOOLBAR

The Document toolbar is located at the left of the browser window. This
toolbar allows you to perform menu functions specifically designed for
building and updating documents. These functions include creating,
opening, reviewing, deleting, copying, and importing traveler documents.

User:

John Traind
Traveler:

[# Create & Mew Document
[ Open Existing Document
[» Review Documentz

[ Delete Documents:

[+ Copy Document

[ Import Documents

Document Toolbar




Chapter2 TM80 for Web

WINDOW LAYOUT

Descriptions for a typical document window are shown below:

Quick Tip

For this Document you can:

New Document

% Quick Tip x

Document Type ®| Autharization d
Document Hame @I
sso[ [k
Traveler Hame Ei‘

Toselect atraveler, click onthe EID or Traveler Mame lookug buton,

For this Documem you can:

Data Entry Areas

<«4—— Lookupicons

Add Traveler  |to Travel Manager
Auto Name:  |this Document

Create |this Dacument

New Document Window

Quick Tip — The Quick Tip area displays tips relevant to the window you are

viewing.

For this Document you can: - This section located on the right side of the
browser, gives you options you can perform in that specific window that is
displayed. This area changes from window to window.

Data Entry Areas — This area is where you will type or click the Lookup icons to

search for information.

The following describes each menu choice on the Document toolbar:

CREATE A NEW DOCUMENT

From the Document toolbar, click Create a New Document. The New Document

window is displayed.
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New Document

Quick Tip
To select a traveler, click onthe EID or Traveler Name lookup button,

Document Type ®| Autharization j
Document Hame ®|
sswo[ K
Traveler Hame Eii

New Document Window

The following describes each object on the screen.
= Document Type — A drop-down field used to select a document
type (Authorization, Voucher, Local Voucher, Amendment and
Voucher from Authorization).

= Document Name — This field is where you type a unique name for
the document.

= SSN - This field is where you can enter type the traveler’s SSN or
click the Lookup icon to search by name.

Note: Users who create travel documents for other
travelers generally use the SSN/Traveler Lookup icon.

Enter Search Criteria

Last Hame' Search |
Cancel I

Search Results Click on an entry to select it

Search Results Prev 200 Hext 20
Chapman Janelle 111-11-1112
Traini John 222023
Trainz Jill 222222005
Traing Sue 2222220
Traing Tim A2 2005
Trains Kisha 220209008
Traing George 22222227
Train? Janet 2R DD 20E
Traveler Fred 111-11-1111

Traveler Name Lookup Window

2-10
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OPEN EXISTING DOCUMENT

From the Document toolbar, click Open Existing Document to retrieve
an existing document from TM 8.0.

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

Quick Tip Document List Click on an entry to select i
Type one or more |etters of the traveler's last name and click
Search. Then, click the traveler's name to list all documents.

Enter Search Criteria B suthorization TX Site Wisit 084902 SUBMITTED
@ Authorization Training in MY 0401402 SLUBMITTED

B authorization Travel Trip 1 030102 SUBMITTED
Document Type [ALL = & Local Voucher Statushtad-2 DHO102  SUBMITTED

Traveler List Click on an entry to select B Local voucher Training327 03/2802  SUBMITTED

eler: John Traini

Prevdd  Hext 40 Bl Train1-lvchd319 031902  CREATED
_/'@ “oucher waLizher s, T,
ot e 2 voucher T Site Visi 08AN2  SUBMITTED
@ “oucher Training in kY 040102 CREATED

Traveler Listing and Document Search Window

To select a document,
click the Documenticon.

The left browser of the Open Document window displays the current user
or a list of travelers alphabetically by last name. Each traveler’'s SSN is
displayed next to the traveler’s names.

Note: To search for a traveler, type the traveler’s last
name in the Last Name field and click Search. TM will
display all of the names that closely match the name
entered in the Last Name field.

The right browser of the Open Document window displays the current
user or the selected traveler’s documents. The summary will also include
the document type, document name, the departure date entered on the
itinerary, status of the document, and whether the document is in use.

Click the Document icon next to the document type to view the
Document Summary window.

2-11
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REVIEW DOCUMENTS

From the Document toolbar, click Review Documents to review the
document that has been routed.

Review Document

Quiich Tig
Thez= ars docunents auwabng you action, Seiect your seanch erteriathen selec fhe dooumnent ¥ou W enkto neviess.

Document Typs | &) - | .

- ——— o e e e T
; [ET—— T Ehe ViR BEAGM2  Traind, don
|(?On to ] AT Traning in by oim2 Traind, Jobn
view the e Trawel Trip 1 F30H 12 Trami, ot
document. Biaen virer Bl 2 e e
B Loca voscrer Trainmgaar T2 TrRRTT i dohey
Bvioisher TH Ske Wik 54 5132 Train1, Jabn

Review Document Window

The following describes each object on the screen.

= Type — Lists the types of documents awaiting your review. Click
the Document icon next to the Type to view the document.

= Document Name — Displays the name of each document listed in
the Review Document window.

= Dep Date — Displays the Departure Date of the document listed.
= Traveler — Displays the traveler’s name.

= In Use —Will have an * in the field if someone else is viewing /
editing the document.

2-12
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DELETE DOCUMENTS

From the Document toolbar, click Delete Documents. The Traveler Listing

window is displayed.

Click the Xicon
beside the
document you

want to delete. |

The following describes each object on the screen.

= Delete — This field lists the X icon next to each document that can

Document Search (Delete Document)

e [Type
Autharization
Autharization
Autharization
Local Yaucher
Local Vaucher
Youcher
wWoucher

Woucher

Document MNarme
Training in M-1
Trawel Trip 1-2
TH Site Wisit2
Statushttgd-2
Training 327
Training in MY
TH Site Wisit2

woucher

[Dep Date

0401 102
03101 102
101302
0401 102
0302802
0401 102
0Snamz
P,

Click on an entry to select it

ADJUSTED
CREATED
CREATED
SUBMITTED
ADJUSTED
CREATED
CREATED
CREATED

Document Search (Delete Document) Window

be deleted. Click the X icon on the document you want deleted.

= Type — Lists the type of each document.

= Document Name — Displays the name of each document listed.

= Dep Date — Displays the Departure Date of the document listed.

= Status — Displays the status of each document listed.

= In Use — Will have an* inthefield if someone elseis viewing / editing the

document.

2-13
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COPY DOCUMENT

From the Document toolbar, click Copy Document to copy an existing
document entered into TM.

Document Search (Copy Document)
Click on an entry to select it
_. ' [Documert Mame |

B suthorization TH Site isit2 10MaM2  CREATED
@ Authorization TH Site Wisit 0gmnanz2  SUBMITTED
@ ALthorization San Fran 020602 APPROWED
E ALthorization Training in M-1 04102 ADJUSTED
@ Authorization Training in MY 040102 APPROVED
@ Authorization Travel Trip 1 020102 APPROWED
@ ALthorization Travel Trip 1-2 030102 CREATED
B Local voucher Arlington3-17 T, P,

@ Local Youcher Statushitod-2 040102 SUBMITTED
@ Local Yaucher Training327 02802 ADJUSTED
Bl cea Traind lvchOs13 0 CREATED

Ll [ QT
Document Search (Copy Document) Windows

The following describes each object on the screen.

= Type — Lists the types of documents you have entered into TM.
Click the Document icon next to the Type to copy the document.

= Document Name — Displays the name of each document listed in
the Review Document window.

= Dep Date — Displays the Departure Date of the document listed.
= Status — Displays the status of each document listed.

= |n Use —Will have an * in the field if someone else is viewing / editing the
document.

Copy Document Travel Trip 1

Quick Tip
Type a document name in the Copy to Documernt Mame field.

™ Overwrite Existing

Copy Document
Save | Document

ssh [zzz20zz1 Bk

Traveler Hame Train1, John = Close Iw'rthou‘t Saving

Copy to Document Hame ITraveI Trip1-2

Copy Document Travel Window

= Copy to Document Name — In this field type a unique name for the duplicate
version of the document being copied.

2-14



Rates Table

This chapter provides instructions on:

= Viewing Per Diem Rates

RATES

In the Document Preparation module, the Rates menu is used to view
and search for the per diem rates. The per diem rates table displays all
rates for the TDY locations for a specified state or country. The rates in
this table are the official CONUS (Continental United States) and
OCONUS (Outside Continental United States) rates that are determined

by GSA and the State Department.

VIEWING PER DIEM RATES

To view per diem rate information:

1. Click Setup from the TM 8.0 main window. The Administrative Setup
window is displayed.

Tables Reports Admin Rates Forms Close Help " Administrative Setup

User:

John Traint

[» TABLE SETUP
[ Auclit Checklists
|} Statuz Codes
[+ Routing Lizts

Administrative Setup Window

2. Click Rates from the menu toolbar. The Rates menu is displayed.
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Click Rates to display the Rates Menu.

Tables Reports Admin Ratag Forms Close Help " Administrative Setup

User:

Johin Train

[» RATE SETUR

[+ Per Diem Locations
[» StatesiCourtries
[ hlileage

[» MEIE Distributions
[ Footnotes

Rates Window

3. Click Per Diem Locations. The default time period for per diem rate
locations is “Entire History” (all rates stored in the TM 8.0 database).
From the drop down menu for the time period, the following options
can be selected.

= Effective Now — Displays rates effective during the time period
selected.

= Specific Period — Displays rates effective during a specific time
period. To specify a time period, enter a start date in the From
field and an end date in the To field.

= Changes Only — Displays rates that have changed during a
specific time period. To specify the changes only time period,
enter a start date

Press [Tab] to refresh if you have changed from the default of Entire History.

4. Select the location from the State/Country selection list by clicking
the drop down arrow next to the State/Country field box. The default
is CONUS.

a. If you wish to view an OCONUS per diem rate, click the drop down
arrow next to the Type field box and select OCONUS/FOREIGN.

b. Press [Tab] and [Enter]

c. Then select the Country from the State/Country selection list.




Chapter 3 Rates Table

Per Diem Locations

Quick Tip For this Page you can:

Click the Pencil icon beside the lacstion ta views rates. Click the location

name to vievy per diemn details for that location. Close |Lu:u:atinn
state/Country | CONUS | [Ele

Type [CONUS -] EH

f ALLPLACESNOT  (FOR ALASKA & HAVAI SEE
LIST APP B

M

| State/Country drop down arrow

Per Diem Locations Window

5. Press [Tab] and [Enter].

6. The Locations browser displays each city and/or county within the
state or country selected.

Note: Custom rates are marked with an asterisk (*). Custom rates
are special rates entered by the TM 8.0 administrator.

Per Diem Locations

% Quick Tip For this Page you can;

Click the Pencl icon beside the location to view rates. Click the location name to viewe per diem details for that location.

State/Country IEALlFDHNlA . l E!‘
Type IEDNUS lei'l

Close |Location

Rates| Location Courty Commerts
i * ALAMEDA ALAMEDA ‘es
J ALAMEDA CG ISC ALAMEDA, Yes
ﬁ ALAMEDA MAS ALAMEDA ‘es
i * ANAHEM ORANGE ez
i * BAKERSFIELD KERN Yes
i ﬁFIELD AL & MC WERN Ves
i BARSTOM AN BERNARDING Yes

Per Diem Locations Window

7. Click on the Pencil icon in the Rates column to see the detailed rate
for that particular location.
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Per Diem Locations

i Quick Tip

& Ciick e Pericd icon bessl e e oo ion i veswrales Gk e bt slon nede: 10w ee per desnd eds i (o el incarion
=
B aba T iy fl'_l?l.lFEFNll - EF fra

fype [COHDS =] B
T T [T [
& s e, AL AMEDA, vem
i:? SLabEDs COEC L AMEDA, Ve ._

Click the 4 mlaene s 0] AKETI, Vem .

Pencil P 7 e oRAGE Y -

icon to & puERFED HETl v -

display

rate info. Pt fror ARAHERS, CALIFORNIA
__Eﬂ_'ﬁ_:-ﬁﬂ_z_

\A smm $ 4610 0 12411 143 1231

Fimm B0 s 1zm mm 11 L
ﬁ":lll:ul:l:l iz A= 1M a3 [ail )] 121
Faemm S0 T 201 T i 13131 L
Fyerm 1300 DA 1213 ol 1234

Per Diem Location and Rates Window

Multiple lines of rates might be displayed for the same location. The multiple lines result
from one of the following conditions:

Each line for the same location has a different effective date (Eff Date). When
selecting a per diem for an arrival location in an itinerary, you do not see the
effective date because TM 8.0 only displays rates in effect for the arrival date.

OR

The location specified has seasonal rates (Snl St and Snl End). A seasonal rate
exists in locations that are sensitive to the tourist industry. A higher per diem
rate is in effect during the prime tourist season and a lower per diem rate is in
effect at other times.

Click the Pencil icon in the Lodging column to view location rate detail.

Location Rate Detail for ANAHEIM, CALIFORNIA(Linked to LOS ANGELES, CA)

Quick Tip
These are the current Per Diem rates for the selected Location.

| Closel o |

s
Effective 0101100 Lodging §33.00
Expiration 12/31/49 MEIE 45600
Start 0101 Breakfast §3.00
End 12731 Lunch §11.00
Hame M/& Dinner §24.00

Incidental $2.00

Comments

Maone

Location Rate Detail Window
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The Dates area displays the Effective date or first date this rate can be used
and the Expiration date or the last date this rate can be used.

The Rate Amounts area displays the Lodging and M&IE rate allowances for this
location.

The M&IE Breakout area displays the amount for Breakfast, Lunch, Dinner, and
Incidentals. When you indicate meals have been provided, TM 8.0 automatically
calculates a deduction for that meal.

= The Seasonal Rate area displays the season Start and End dates. May also display
a seasonal Name for this location.




Document Types

This chapter provides instructions on creating and processing travel documents.

OVERVIEW OF DOUCMENT TYPES

The Document Preparation module allows users to create and electronically
process travel documents. Travel documents that can be created are:

Authorizations

Vouchers

Voucher from Authorizations

Local Vouchers

Amendments

Reclaims

Constructed Voucher

A temporary duty travel authorization
or request used to authorize travel.

A voucher is used to submit a claim
from a temporary duty travel.

A voucher created from an existing
travel authorization.

A voucher used to submit a claim for
local travel. Usually submitted after
the expense incurred.

A document that is used to (a)
submit a change to an authorization
or (b) cancel a trip that has already
been processed by the accounting
system.

A document used to claim expenses
not claimed on the original Travel
Voucher.

A voucher created with alternate
transportation, lodging, or expenses
should the traveler choose to alter
the trip (used to calculate amount
reimbursed to traveler).
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AUTHORIZATION

An Authorization is used to authorize trips over 50 miles from the traveler’s duty
station. After you contact your Travel Management Center (TMC) and request
transportation and lodging estimates and reservations, enter the basic personal and
travel information into TM 8.0.

The following steps are used to create an Authorization.

1. Click Create a New Document from the Document toolbar.

a.

New Document

Note that Authorization is displayed in the Document Type field.

Quick Tip For this Document you can:
To select & traveler, click on the ED or Traveler Name lockun button, —
— Add Traveler  |to Travel Manager
Document Type @I Autharzation T Auto Name  |{his Document

Document Hame @I

Traveler Hame Eii

Create |thiz Document

55H ®| Eh <«4—— SSN Lookup icon

New Document Window

Type a unique document name the Document Name field.

TM 8.0 will allow up to 16 characters for the document name.

Click the SSN Lookup icon.

Click the SSN of the person for which you will be creating a document.
Click Create to display the Itinerary window.

2. Enter the basic trip information:

a.

b.

Leave the Travel Authorization number field blank.

In the Purpose field, select a trip purpose from the drop-down list.
In the Type field, select SINGLE TRIP from the drop-down list.

In the Description field type, a description.

Auth date and trip number will be filled out automatically.

4-2
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Trip Information

Travel Authorization Humber ﬁlzhﬂ?:f IU3£28£2UU2
Purpose F“P Purapze 3 ETTE
Description Trip Desarption il TripHo 1
v

Itinerary (Trip Information) Window

3. Enter the basic departure and return information:

a. In the Begin Travel field, type the date you are leaving in MMDDYY format
and press [Tab], or click the Show Calendar for Trip Start Date icon next to
the Begin Traveldate field and click on the date desired.

b. Inthe Depart Selection field, select the location you are departing
from.

c. Inthe End Travel field, type your return date in MMDDYY format
and press [Tab] or use the Show Calendar for Trip End Date icon.

d. In the Return Selection field, select the location you are returning
to.

Note that Multiple Days will be selected in the Trip Duration
area if you chose more than one day of travel. If travel is less
than one day, you must select the trip duration that pertains to
your trip.

Iepariurne aad Ratarm Infermatien
Begin The! o a5 = Oepart [FES Finckvile, b0 Depart Selecies | RES: Aock s W0 =]
EnaTrwel g feace | FS R [FES Fockle WD EurnSeincees [FES Aockde WD -
T (e —
O =
| Presst |

Itinerary (Departure and Return Information) Window

4. Enter the temporary duty location:
a. Click the Add Location button.

Note that the Arrival Date field and the Departure Date field are already
pre-filled with the dates selected in begin and end travel date.
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b. If you are going to a single location, you may leave the departure date as it
is. If you are going to multiple locations change the departure date for the
first location to the last day you will be in that location

Add Per Diem Location to Trip

% Quick Tip For this Document you can:
Type the per diem location and click the Per Dietn Locstion button.
Location

Close Iw'rthout Saving Location

Arrival Date —
s, © |08/18/2002
Departure Date @ [0/21y2002

i ddiyyyy ]
Per Diem I
Location

Search Lookup

Unlisted Location [~

Select Unlisted Iﬁ
State =
Select Per Diem
Location E

Add Per Diem Location to Trip Window

c. To select a location click Lookup.

d. In the State/Country field, select he state or country you will be
traveling to from the drop-down list and press [Tab].

Note: You can type the first letter of the state or country to advance
quickly to those states/countries that begin with that letter and
then scroll to the desired selection.

e. Inthe Location field, scroll down the list and highlight the per-
diem location you are traveling to, and press [TAB].

Per Diem Lookup for

(HATk Tig
Sederd Bl e Conniry fran the crap-closm Bt Sedect from he Bstod evallshle lcafons inihe Locatin feld. Clck Rale do
e e paair ellan male.

I:Iuﬂ wiifioul Seseting Localion

Swelect Per Diem Location

StweCoumtry | TEAS = Location [DWLLAS

EN

Per Diem Lookup Window

f. Click Select.
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Add Per Diem Location to Trip

QuicK Tip
Tipa this par Heeh Incation G chck 1hie Per Dk Location Buton

vl Date g [TTg 200z | (L6
Departure Dt [0z | (6|
e S —
ocarin O [(ALLAS T
Bribsted Location
Saslect LUn listsgd |' 3

Hlate
=

fmarch Losbup

Sedecd Per Diem
Lorationm

Far this Documant you can:

Save || ceation

Chose | vygnour Ssving Location

Add Per Diem Location to Trip Window

g. Save the Per Diem Location window.

ter L Locations

dF x e DALLATTH M

[T Reploce ALL dging and BEIE informasion onibis dooument. Al L st bire
T T = T

Itinerary (Per Diem Locations) Window

h. If you are traveling to another city click the Add Location button again to add
a second Per Diem Location. Multiple locations may be added in the same
manner if you are visiting more than 2 locations. Otherwise skip ahead to

Ticketed Transportation.

Note that the last day you are in the previous location is displayed in the
Arrival Date field and the last day of the trip is displayed in the Departure

Date field.

Add Per Diem Location to Trip
Quick Tip
Type the per diem location and click the Per Dietn Location buttan.

Arrival Date g [ 575007
(mmdddiyyyy)

Departure Date @, [77555007
(mmiddt ]

Per Diem I
Location

Search Lookup

Unlisted Location [~

Select Unlisted
et W
=

Select Per Diem
Location

Add Per Diem Location to Trip Window

i.  Click Lookup.

For this Document you can:

Save |Locati0n

Cloze Iw'rthout Saving Location

j. Inthe State/Country field, select the second state/country from

the drop-down list and press [Tab].
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k. Inthe Location field, scroll down the list and highlight the
second per-diem location, and press [TAB].

Per Diem Lookup for

sk Tig
Sederd Slal e o niry fron The cioapciosan B, Sedsct from 1he Batod aval b lkcafons inihe Locatin feid. Clol Rl io
e e par i Fales.

For this Docament you canc

Selno Par Diem Location

StaeCoumtry [ TE<03 =1 Locstion | HOUETOR |

Per Diem Lookup Window

. Click Select.

Add Por Diem Location to Trp

Quick Tip Far this Documaent yom can:
Tifpa this e et koo e chck 1 Par D Lncation buton

Savs | Location
e R e
neriwre Bate & (Faor oz | (B8]
Per Miw
L cation @ [HOUSTEN, T Search Losiun
Wriksted Location I
Seslect Uinlisied
Slute =
Sedlecd Per Diem
Lowtim LB

Add Per Diem Location to Trip Window

m. Save the Per Diem Location window.

Edit:Delete Arrival Date ocaEtio Ceparture Date
&? ¥ 08M9/02 DALLAS TH 0512102
(;? o 08/21/02 HOUSTOM, TH 0523102

nerary (Per Diem Locations) Window

5. Click Continue to advance to the Ticket Transportation window or click
Ticketed Trans from the Document toolbar.

Ticketed Transportation for Authorization TH Site Visit

Quick Tip Far this Documnont you can:

To mnbar tcket nformeion, dick 2dd. Preiousty srlersd {cks=l miommabon can be edied (Paro | con) or deleied (X A | Tichet

kan. = L
Hack |  Conlioue I
N T =T S (- S - T N 1 S =TI =S 1

+Ticketed Transportation Window

a. Click Add Ticket.
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Note: The Type field defaults to AIR, the Description displays Airline
Flight and the date in Dep Date field is the begin travel date.

b. To select a Depart From or Arrive At (airport location) select the icon
to the right of those boxes. This will bring up the Airport Terminal
Lookup screen.

; Airport Terminal Lookup - Microsoft | & |EI|_‘

Enter Search Criteria

Location | Search |
_Cancel |

Cancel

Click on an entry to select it

Search Results Prev 10 Hext 10

Je=cription
Abu Dhabi U2 Emirate
Albany MY Airport
Albuguergue Airport
Algiers Algeria Arpt
Amnatilla TH Airport
Armiman, Jordan Lirpt
Amzterdam HOL Airpt
Anchorage AR Airport
Azuncion, Paraguay
Athens, Greece Airpt

c. Type the city location name in the box provided. Click on Search to bring up a list
of airports.

d. Select the airport by clicking on the airport code to the left of the airport name.

Add Ticket Information for

Oy kK Tl For this Dincument you ca:
To antar depeding and arkol arports, chok: tha Degart From and Lirica Ab ook p butianes

pl'liE F s i b bt o

e [5R [= Ticked Wahue | 2654 0 P P —
G Lok Credi Card Expenses.
Ticket Ho ISEIEI Allacad Ticka 1
ep Mte o0 2 D gt [Fithra FLgFd R
o |u.uemle|_ = Close fwrthout Savng Lpdotes

Tiekoot bt [rg nevannz B2

Dogpert From [Bwi-Batinee, WD (Usa) Bl ol 2| R W' Rembursabe
Aurive it [DFw 03 P wioth, = UGl oo [ LI Famabler
Contract Fare I 00 Class gﬂ!’"m' COM. CARRIER
Cantract Carmier | Confirmation Mo torbetd
Pt Methad [ GOWCL ¥
oot [723.00
Wandor |(Hone| -

Add Ticket Information Window
e. Inthe Cost field, type the ticket cost. and press [Tab].

f. To close the Add Ticket Information window, click Save.
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g. Click Add to add any additional tickets.

h. Click Continue to advance to the Expense window or click
Expenses from the Document toolbar.

Fxpense Entry for

Y Ouick Tip Far this Dooument yal cam -
The Lo icon ndicaries & reguired feld Cick Seen o mave tha cumsm epanee snd refrezh the sesen 2o s -

ey 2 panza can e aned. F lhae Quie ik Exrierrae
Lo Dete @ [gracnnz | S EW
Eapomaa Typn | =1 Lok Credit Cond Cxpemens
M‘“; [ | Save | Surmnt Baperas

Hiles | Dene | Eriering Expersss
Toaweleid 5

Be [ = Back]| _Costine |
SEleEihion —

Rakn

Com [

Expense Entry Window

6. Enter expense information:

Note: The first field is Date. This refers to the date on which the
expense will be incurred. The first day of the trip will appear in the
date field by default.

a. Inthe Expense Type field, select an expense type from the drop-down list.

b. Press [Tab]. The screen will refresh and the expense will be displayed in
the Expense Description field.

c. Inthe Costfield, type the cost for this expense.

d. The comment field is for explanations or justifications of expenses. (See
Appendix D)

e. Click Save.

Note: the expense is now displayed in the bottom browser. It is very important to
click on Save after every expense entry.
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f. Repeat this procedure for each expense.

g. To enter a recurring expense select the expense description in the
Expense Type field, on the first day you will incur the expense.

h. Press [Tab]. The screen will refresh and the expense will be displayed in
the Expense Description field.

i. Inthe Costfield, type the daily cost of the expense

j. Inthe Copy Through Date field enter the last day you will incur the
expense in MMDDYY format

k. Click Save.

I.  Toenter POV mileage select the Private Vhcle in the Expense Type field.
m. Type in the number of miles in the Miles Traveled field.

n. Click [Tab] to calculate the cost.

0. Click Save.

p. When all of the expenses have been entered, click Continue to advance
to the Lodging/M&IE window or click Lodging/M&IE from the Document
toolbar.

Expense Entry for TH Site Visit

ﬁ OuicK Tip Fur this Documant you can:
.;ﬁ} The: Seraw ieon rdiosies & reguired el Chok Save bo save the corenl ecpente snd refreah the somsen w0 s

neer BaperEs cn be added Ix
B 1) Ppam = E‘hmm sl
Esponss Typs | 1 Lookup Credit ©ard Eepon ses
be S '
Deseriplion o f Curienl Expenes
rﬁ I Done | Friming Bepsnses
e 5 Back| Continue
- ConyTrroughlats | |
Click the Pencil D, i .“.... t
icon to correct an oo Coel Dntions
Cmmimss :I
expense entry. [

F¥H  mnsce Wzcelnrecus i

Fo mmom il dar o
Click the X icon to i T = iz
delete an F¥ woon Buthcrized Cal Hane o

{1 Twadwii]ie] Adhorized Cal Home 400
expense entry.

Tadal 0B 00

Expense Entry (Completed) Window
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7. Review lodging and M&IE information:

= Each day of the trip is listed.

= The per diem amount (from the rates table) is displayed in the Ldg Allowed
and M&IE Allowed fields.

» The M&IE per diem rate (from the rates table) is % for the first and last
day of the trip.

Note: You may modify the M&IE expenses by clicking on the pencil icon to the left
of the date in question. This will bring up a screen where you may claim
conference allowance, request actual expenses, note leave time during travel,
and indicate meals provided. To replicate these changes select the replicate
button on the date desired, and these rates will be replicated from the day
selected to the end of the trip.

Ladging MBIE for
ik T Far this Documant you can:
AN ester sk {¥] iy the: Speisl col inen inbcales that b o ordBian Fes besn Sebched in the Srvanced LoddrgRISE :
window Flozol AR |Llu@nml1h'la.l.‘=1qwnsﬂ
Bach | Consinus |
s JRasel  Fackesln  Jlacodl  fdgdbowsd  MaEMobwed  [rerfenkas  [edad  BLE Fore |
e o pa eam ] B0 46
# bmonce @ B0 | 460 3 4
F iamm 3 B T 4500 746
# tanaon m @ a0 B A i3 4
F i o] nen ona =50 346

Lodging/M&IE Window

8. Click Continue. The Other Authorizations window is displayed.

9. This window is provided to allow you to obtain authorization for
expenses out of the ordinary. The Other Authorization Remarks window
is for explanations regarding different types of authorizations that
necessitate comments. Money is not obligated here, but this area
allows for explanations of what is authorized. Examples include
justifications for excess baggage, actual expenses and rental car. (See
Appendix D)

10. To request other authorizations:
a. Click on the authorization you request

Note: the authorization selected is displayed in the Other
Authorizations on Current Authorization area in the bottom browser
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Other Authorizations for

Duick Tip
Saapt an Orivear B uthorimation dran the Master List bedoww o addd o ih Aubroreabon.

Masier List of Dther Suthorizations

ABOARDLLS. VESSH,
LTLI, EXPENCE
LLERSE BFFELTEOMMERC I L QUARTERS

ARHLIA TOLIR
DOEFORM 15120 ATTACHED

Other Authorizations Window

Other Authorizations on Current Authorization

iX OTHER AUTHORIZATION ‘

Other Authorizations on Current Authorization Window (Bottom Browser)

b. Click on the other authorization in the Other Authorizations on
Current Authorization browser. The Other Authorizations Remarks
window is displayed.

Other Authorization Remarks
{1 wick Tip li_g:r_ﬁﬁ]_;_._m#w. cam

@ Aot 07 g ke rerre e or e Oy Aol on

wisual adds. i!c.!.l

Other Authorization Remarks Window
c. Enter remarks justifying your need for the authorization and click Save
d. You may select additional authorizations at this time.

11. Click Continue to advance to the Available Accounting Codes window
or click Accounting Code from the Document toolbar.

a. Select from the Master Accounting Codes by clicking on “label” to
select the appropriate funding information. The screen will refresh
and the accounting code will be displayed in the Accounting Code
Codes browser.

Note: A default code may exist. If correct, no action is required.
Otherwise, delete the code and add the correct one.
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Available Accounting Code Codes for

Guick Tip For this Document you cam;
Once T o NoFe sccounting oockes &re sejeried, e Alocation boton is erablsd Aodd | b fiec Cada &

Enfer Saarch Criteria Bul: tnn.u:
Racountng Code Code ] 'Eunlnl_u_l_ Retriave ]
Master Acenunting Code Codes

[CETE — EMM

Sear

Crgerizelion |Lebe  |Cimsiiestion Coce
[honiy cenealisel  1BOS. 408 SETE 265 A .
(Foniy gl aernund  aborfy S04 1IMSE 1994 433 ST 429458

Accounting Code - .
el e R
B oy STER Bocoun: skaostg, S0, 129055, 1 234, G4321. 67, . 1346,

P i

Available Accounting Code Codes Window

12. Click Continue to advance to the Total Details window or click Totals
from the Document toolbar. No action is required in the Total Details
window. Note the following:

= Total Estimated Expenses displays the total amount of expenses
entered for the authorization (lodging, M&IE, transportation, and
expenses); this includes reimbursable and non-reimbursable
expenses.

The Expense Category Details area displays information about each expense
category; the expense category used in the document, the organization
associated with the document, the accounting code used for each expense
category, and the amount applied to each category.

Tatal Details for T Site Visit

ik iy For this Document you can:
Chektne Whew Sdwances for Documentio add o updats anaduanc: ¥ Wirw Bovences for Deum et
Tunlad Estimeated Expensas: 111500 Back | Continue I

Compubéd Advance Authorized: 25000
Aduanee Requested: 000

Expense Category Details

COM. CARRER sanple account 38500
LODONG sanple accolnt 35600
MEE sanpke accoan 20700
QOTHER asfipk accounl 43.00

RENTAL G aampke Ao 12000

Expanse Category Advanoe Datails
PR Catagory
WMEE 20700

Total Details Window
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13. Click Continue to advance to the Comments window or select Comments from the
Document toolbar.

Comments for T¥ Site Visit

ik Tip For this Dociment you can:

Ok Appky mred presst commens s nasted nio the Comments ekl Comments conelao be typedd diescty mbothe Appl e
commantz liekd. Comment=apply 1 the anfins cocunent _lP'rm i
Save |Sonments

Commim ents .__] 2
H-nﬁlil Conbinus I
Choae |wihodt Saving Commemz
El

Comments Window

a. Enter any necessary comments that pertain to your trip.
b. Click Save. The Document Summary window is displayed.

14. To Review the document prior to signing it, or to print the document,
select Preview Document from the Document toolbar. This will bring
up a copy of the document in Adobe Acrobat. You may then print the
document in the normal manner.

15. To sign, save, and route the document, click Document Status from
the Document toolbar. Make sure Submitted is selected in the Status
to Apply field.

Status for

Gk Tip For this Document you can:

The Sgralure FIN s csa sensthe!
filanp | and Bubni Docament
I-inl'.l It Fioti

Stwhes o Apnly | SURMTTED =
Signature P |
Remarks 3

Incament Routing

DSEEND 1:585 EET CREATED b Toeand

Status Window

a. Inthe Signature PINfield, type your signature PIN and click Stamp.

b. The Pre-Audit Results window is displayed.
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Pre-Audit Results for TX Site Visit (View Only)

Quick Tip ! Easuntenty
Click the Magnifying Glass icon to views detail commert= for each audit process. Close |Pre-.ﬂ\ud'rt Results

Document Hame: T Site Vist
Type: Authorization

Traveler: Traind, John
Status:

Pre-Audit Results

ALt Pro
B\ acor copes ExisT
[\ sPPROVAL BY TRAVELER
ErLaUnNDRY.DRY CLEANNG
[\ oTHER EXPENSES
[\ PERDIEM RATES PaSS

Pre-Audit Results Window

c. If any of the Audit Processes have failed the pre-audit, go back and correct the
problem area at this time. If you have any questions please refer to the “Where
to Find Help” section in Chapter 1.

d. Click Continue. The document is routed and TM 8.0 Main window is displayed.
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VOUCHERS

A Voucher is completed after a traveler has completed the trip and
returned home or to a temporary duty station. Specific dates, modes of
transportation and expenses are entered in the travel voucher.

Typically a Voucher from Authorization will be created from a Travel
Authorization.

The following steps are used to create a Voucher:

1. Click Create a New Document from the Document toolbar.
2. Select VOUCHER from the drop-down list and select [Tab].

3. Type a unique document name the Document Name field. TM 8.0 will allow up
to 16 characters for the document name.

4. Click the SSN Lookup icon.

5. Click the SSN of the person for which you will be creating a document.

6. Click Create to display the Itinerary window.

7. The rest of the Voucher preparation is identical to Travel Authorization
preparation. The only difference is you will be entering actual data instead of

anticipated costs.

8. If the traveler is creating their own Voucher then they can sign the document
and begin the routing process. Make sure Submitted is selected in the Status
to Apply field.

9. If the processor is creating the Voucher for the traveler, they can only Save the

document and inform the traveler that their voucher is ready for their review and
signature.
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VOUCHER FROM AUTHORIZATION

A Voucher From Authorization is completed after a traveler has completed
the trip and returned home or to a temporary duty station. Specific dates,
modes of transportation and expenses are entered in the travel voucher.

A Travel Authorization created in TM 8.0 must exist in order to create a
Voucher from Authorization.

Note: If a Travel Authorization was not created in TM
8.0, a Voucher must be created.

The following steps are used to create a Voucher from Authorization.

1. Click Create a New Document from the Document toolbar.

a. Select VOUCHER FROM AUTHORIZATION from the drop-down list and select
[Tab].

b. Click the Document icon for the document on the right side of the
browser.

OR
To search for the traveler document, type traveler’s last name in

the Last Name field and click Search. Then, click the Document
icon for the document on the right side of the browser window.

Traveler Listing { Voucher from Authorizati| Document Search {Youcher from Authorization)

Quick Tip Document List Click on an ertry to select it
Type one or mare letters of the traveler's lzst name and click Traveler: Your Mame
Search. Then, click the traveler's name to list all documents. 5 . .
Enter Search Criteria & authorization interface Ry [0S
[ avtnorizati paris Mg, hsa, *
Lagt Hame I Mame Sk,
B suthorization  test2 A, Mis,

Traveler List Click on an entry to select it
ch Results Prev 40 Hext 40
hiame: E0
Marmne, Your 111-11-1111

Traveler Listing and Document Search Window

c. When the New Voucher from Authorization window is displayed,
click Create.
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Mew Youcher from Authorization

Duick T For lj_ii"k Dociment you cant

To zelerd & Irvmier, cick onthe B0 or Trevelsr femes kool p buotion

- o A Teawnlor | 1o Travel Kanaser
Dox e Tﬂlﬁﬂ[ Wimurke fom Aotz aton = Aula Hame iR CEaTE
Duecsrme:rd Meme 8| T4 Sile Yii -
sl [0 220 i EM Creale |tz Documen
Trewsler Hme  Traird | Jobn Elll

New Voucher from Authorization Window

Note the Authorization Number and all other information was
pulled from the authorization into the voucher.

Itinerary Information

% Quick Tip Far this Document you can

The Begn Travel and Erd Travel 4eids must be completes before 8 per demn loelion can be added. Renember bo sewe oy | Wrsrary

Yo Hinerary before conbinuing
Back | Cein e

Trip Infarmation

Trawel Authorization Humber T3 f"“‘lmfuamm 1
Purpose [SITE IS/ | Twwe [SIHGLE THIF -]
Dot I [r, Curforn cavima of 0 Trip Mo 1
Eudpet offioe procedures. ©

Depariure and Return Information

M?‘:Tﬂtﬂi ] Euﬂ”gmz ki) Depart [RES: Aockuls, MO Depart Sebection | AES: Aockrik. MDD =]
Enel Tramed gy [37T372007 B paturn [FES Fockala M0 Return Seleetion [RE S Focedie WD =)
Trap Buration Mulida dags -I
Commets

H Preet |

Fer Diam Locations

[T RMeplace BLL Endging and BEIE infor mation on this docoment. Add Location
Ffoele  [arbulCae Locaion [l Dl
5? 4 Nz DOLLASTH OBrI302

Itinerary Information Window

2. Review the itinerary information. Since there are no changes to be
made, click Continue.

3. To update the ticket information:

a. Click the Pencil icon on the See Attached ticket line item.
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Ticketed Transportation for Voucher

ik Tip Faor this Documant you can:

T =rker A kel rdomabon, dck Gdd. Prevoushy smsred bickst intor maton cen s sdisd (Pencil icon or delsbesd (X
Ican)

T T Y R T ]

g,'? M See Aisched Ticket 1 B0 AR 36000 BWiBsbimons, WD (USR] (Bel. il Ot Dy Db ¢ FE. Vo, TH [US&) (L.

Ticketed Transportation Window

b. Inthe Ticket No field type the ticket number.

Update Ticket Information for T Site Wisit
Quick Tip For this Document yinu can;
To=rber depariurs s srival sipors, dokthe Depsit From snd Srees O lookup o, | I
st Foreisn Cabeulator
Type [AF =) Ticket Walue 235 00 b
Lookup Credit Card Eepenses
Tickst bo [0 6133554421 04
Dep Dle 55700 [ Description [Aifns fight - RN -
Carrier T = ﬂulujwmﬁnﬂng Lipeimes
ket tate [ |
Dexpait Froam |- Daltimere, WD [USA) Bt Iwd &pt [k ¥ Reimibursabls
Arvive: A [P Dake: JFE Winh, TR USR] il Ed [ Tasatite:
Cotract F oo (sl Expense
actfare [T s e CO, CARFIER
Condract Carrier Condirmation o
Pt Methad | G00WCC -
Cost [ 22500
Wendor |[Fons| = I

Update Ticket Information Window
c. Click Save.

4. To update the expenses, click Continue to advance to the Expenses window or
click Expenses from the Document toolbar.
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Add new
expenses in
this browser.

Click the Pencil
icon to update
an expense.

Expense Entry for TX Site Visit

nevy expense can be added.

Date @ [pzra02
[mm! dadyyy]

Expense Type =]
1
— escription © I

Miles I—
Traveled
Selection

Rate I
Cost @ I Cost Options
Comments D Reimbursable

Quick Tip
% The Arrowvy icon indicates a required field. Click Save to save the current expense and refresh the screen so &)

To add multiple expenses quickly,
click Copy Through Date.

2 Use Quick Expense
g Use Foreign Calculator
k Lookup Credit Card Expenses

Save |Currem Expenze

Done |Entering Expenzes
Backl Continue I

I:l Taxahle

Click the Xicon
to delete an
expense.

Current Expenses

[Expenze
Excess Baggage

F % oanamonz
f 081952002 Mizcelaneous a0.00
¥ osngiz002 Rertal Car 12000
“:? ¥ osnaiz002 Taxi 30.00
f X 0362172002 Autharized Call Home 4.00
f x OF522/2002 Authaorized Call Home 4.00
Total: 285.00

&0.00

Expense Entry Window

a. Delete any expenses you did not incur by clicking the X icon to the

left of the expense At the prompt “Are you sure you want to delete
this record?” click OK.

Update expenses for which the price differs by clicking on the pencil icon to the
left of the expense.

Type the actual cost in the Cost field and click Save.

Add any expenses not listed in the Authorization. All miscellaneous expenses
must be itemized.

1. Type the date of the expense in the date field and press [Tab].
2. Inthe cost field, type the cost.

3. Click save.
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5. Click Continue to advance to the Lodging/M&IE window or click
Lodging/M&IE from the Document toolbar.

Note that the Lodging Cost column has recorded the maximum
amount allowed. The actual amount spent must now be recorded.

Lodging /M&LE for TH Site Visit

Quick Tip Fon this Decument you can:
An asber gk (7] In e Speecinl column nolcates 1hel & conclion ke Been seecisd in b Dobsanced
LadngMEE window Dedete Al || oo and WA axmerses
To update a B :
! ack | Conlinuwe
Lodging or —I Euih]
M&IE Lodgingmasc oot
expense = [dele [Replcole  Joofost  Jdailowsd  [MEEskowsd  [PeclemPde  Fpeodl BILE Exiz |
click the 19 nviane B om o 34.50 B S 4G
p il e | I} ooo o0oa 45.00 EAS4E
enciticon. F oz B 0 am a8.00 B9 45
Foagan: B il am 460 Ba 46
- = B ooo o 39.50 B i4E
/ Lodging/M&IE Window

To duplicate the Lodging cost to
subsequent dates, click the
Replicate icon.

a. Click the Pencil icon on the first day of the trip.

b. Type the lodging rate (without taxes) in the Lodging field.
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Update Lodging and M&IE Expenses for TX Site Visit (08/19/02)

Quick Tip
For this lodging day, you can edit specific actuals, leave data, meals provided status, lodging amount, and if desired
apply these changes forward using the apply through taol.

Nexll Expenze
Save | Expense Changes

Per Diem Rate: 89 /46 Override |L0dging anc MEIE
Lodging: [115.00

Lodging

Close | without Saving Changes:
Conference Allowance

™ Conference Allowance Conf Info
Conference Rate:

O Lodging
Limit: 0.00

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

¥ Hone
" Annual

" Other
Hours: 0

[ Breakfast
" Lunch
I” pinner

|08/13/02

Update Lodging and M&IE Expenses Window

c. Click the Replicate icon on the line dated 08/19. Click Save.
Review the amounts in the Lodging costs column.

Lodging/M&IE for TX Site Visit

Quick Tip
An asterisk (%) in the Special column indicates that & condition has been selected inthe Advanced

LodgingMEIE window. Delete All |L0dging and MEIE expenses
Back I Continue |

L

odging/M&IE Data

; e ) | . : L
& osnam: @ E 11500 89.00 3450 89 146 s
& varooms @ E 11500 £9.00 45,00 89 146
& e @ B 11500 £9.00 45,00 89 146
& varzame @ E 11500 £9.00 45,00 89 (46
& varzane @ E 0.00 0.00 3450 89 146

Lodging/M&IE (Updated) Window

d. Click Continue to advance to the Available Accounting Codes
window or select Accounting Code from the Document toolbar.

6. Note the accounting code was carried over from the authorization into
the voucher.
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Available Accounting Code Codes for TX Site Visit

Quick Tip Fer this Dacument you can:
Crcebwo o more sccouring codes ars selschsd, te Ollocslion buton s ersblsd. Al | M Aocourling Code Dok

Enter Search Criteria Back |  Conmlinue
Accounting Code Code [~ Search | Hebieve S

W 1505 MB BETE. 255 404
Soinpls acoolt  abodeig: S04, 173456, 1754 S45 | BEP. 123455,

Accounting Code Codes flor TX Site Wisil

EET S o m

;?j((m] sempis acoolnt sbodety. 504, 123455, 1234, 5435 | S67. 1234855,

F Edt HDekie

Available Accounting Code Codes Window

7. Click Continue to advance to the Total Details window or click Totals
from the Document toolbar. No action is required in the Total Details
window.

8. Click Continue to advance to the Comments window or click Comments
from the Document toolbar.

9. Add the any comments to the document.

Comments for TX Site Visit
Cuick Tip Fior this Document you can:
ik pply srod presst commants are e ed ino Fe Comments tield, Comments cen sk ba 1ypad dinsctly inlo e
cammem= fisld. Comments spphy ba s erlire docunem Pru:ziOumn-lz
Commants [oo .. car cuccsesful. =] Ea
Back | Condine |
Close ]wl:hnl.rl Sawing Comment:
|
Comments Window
10.Click Save.

11.The Document Summary window is displayed.

12.To preview or print the document click on Preview Document from the
Document toolbar. This will bring up a copy of the document in Adobe
Acrobat. You may print or preview the document from this application.

13.Click Document Status from the Document Summary window or click
Document Status from the Document toolbar.
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a. Ifthe traveler is creating their own travel voucher then they can sign
the document and begin the routing process. Make sure Submitted
is selected in the Status to Apply field.

b. If the processor is creating the voucher for the traveler, they can
only Save the document and inform the traveler that their voucher
is ready for their review and signature.

Note: The processor cannot initiate the routing of a travel
voucher, only the traveler.

Status for TH Site Visit
Q)

The Siqraalise AN Is came senskivel
P and Suemt 0o

Back | Conkinus I
Stakues fo Aqphy | SLUBHTTED -

Shgniuin e Pl s
— 3

Document Routing

AR |1 History

_IEEJ_

-:IE‘J!B.':I?! FIFWEET CREATED -Jon Trard

Document Status Window

14.Enter your Signature PIN and click Stamp. The Pre-Audit Results are
displayed.

Pre-audit Results For TX Site Visit

Cluick Tip Far this Document you can:
i B b g G oo o et kbl comments for Gach ol process Jueabiby e e Fes s
Boeument Name: Tx 50 Vi Continue: Imhgﬂwnnﬂnr

Typs: Vouche! Canoel |pre ol Resils
Tiraweedesi! TrainT, S

fotus; FAL

_mm

B, acmus mLTeuER

B acmua s sumommn P
B crpiEn anvaice OGS
[BL oppRTraL B TRAVEL B ]
B numHoRIzarion EXET priEs
B reck = oSS
(B on FERENCE ALLCWIMHEE PAZS
ELE'FEPEE CATEEIREE PEET
B, cmver EvpenEss: PAZE
B rrrooymares PasE
B rRervE oS PAZE
(B Tre THiPES PAZS

Pre-Audit Results Window
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15.1f any of the Audit Processes have failed the Pre-Audit, go back and
correct the problem at this time. If you have any questions, please refer
to the “Where to Find Help” section in Chapter 1.

16. Click Continue. The document is routed.

17.The TM 8.0 Main window is displayed.
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LOCAL VOUCHER

A Local Voucher is created to report expenses when a traveler has traveled 50 miles or
less from their duty station. Users complete this voucher after the expense was
incurred.

The following steps are used to create a Local Voucher.

1. Click Create A New Document from the Document toolbar.

Mew Document

ouick Tip For this Document you can;

Toseled = lrareker, chck onlhe BLoor Travsler Mesme ootup buation.

Aadd Traweler  Joo Trowed Mannges
Dooument Types B & boiedon | Aube Name | ks Documam
Doaament Hame $ ";"I‘_’f"'::"i'":'“
kel Ciaale
s5H DRI 1= the Document
AdnEn 0N et
Trawsder Hame |\ che fion Authorizgion =P

New Document Window

a. Inthe Document Type field select Local Voucher.
b. Type a unique document name in the Document Name field and press [Tab].

c. Type the social security number of the person you are creating the voucher for in
the SSN field.

OR

Click the SSN Lookup icon. Click the SSN for the traveler.

New Document

Quick Tip For this Document you can:

To select a traveler, click on the EID or Traveler Mame lookup button.

Add Traveler  |to Travel Manager
Document Type @l Local Yaucher ;l Auto Mame  |this Document
Document Hame @ITrainingBZ?
Create |thizD it
ssH @ [22222.2221 El _Create s bocume
Traveler Hame  Train1, John E‘
New Document Window

2. Click Create.
3. Leave the Travel Authorization Number field blank.

4. Inthe Trip Purpose field select a trip purpose from the drop-down list.
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5. Inthe Trip Type field select SINGLE TRIP from the drop-down list.

Document Summary for Local Youcher Training327

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

Travel Authorization Humber Continue I Enttering Document

Traveler Details 222-22-2221, John Train1 Close | Current Document
Trip Purpose | TRAINING ATTENDANCE - |

Exp

&maurt

Total: 0.00

LU UL L LGB o o ynting Code Summary

sample account 0.00
Total: 0.00
Totals Details

otals Summary

Amount Claimed 0.00
Pay To Charge Card 0.00
Pay To Traveler .00

Enter Comments <No Comments Entered>
Document Status |[JRERTT T Bl Erter StatusiPIN to stamp this document

Document Status: CREATED  Awaiting: Traind | Jobn Stamp and Route |

Status To Apply Sionature PIM

[SUBMITTED =] | =

Document Summary Window

6. Click Continue to advance to the Expense Window or click Expenses from the
Document toolbar.

a. The Date field will default to the day in which you creating the document. If
necessary change the date to reflect when the expense was originally incurred.

b. Inthe Expense Type field select the appropriate item from the drop-down list
and press [Tab].

c. The screen will refresh and your Expense Type will now be listed in the Expense
Description field.

d. Continue entering expense information.
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Expense Entry for Training 327

Quick Tip For this Document you can:
The Arrovy icon indicates & reguired field. Click Save to save the current expense and refresh the screen so 5

newy expense can be added. |}U-,z;e Quick Expense
Date @ 04726702 I yse Foreign cateulator
(mm/ddlyyuy] b g
Expense Type I ;I Lookup Credit Card Expenses

Expense D |E><F'ENSE POV Current Expense

Description

Miles ISD— Done I Entering Expenses

Traveled

Rate  pOC- 0265 o]
Selection =
Rate  [03B - |

Cost Options

Backl Continue |

Humber of I—
People Reimbursable
Cost @ I‘I 0.95 I taxable
Comments | ;I Expense
fotnons OTHER
Expense Entry Window

e. Click Save and enter the next expense. Remember to click Save after adding
each expense.

Expense Entry for Training 327

Quick Tip For this Document you can:

The Srrowy icon indicstes & required fisld, Click Save to save the current expense and refresh the screen so a

newy expense can he added. P Use Quick Expense
Date D |D4H2BJD2 Pyse Foreign Caleulator
(mmddiupyy) I
Expense Type I ;I Lookup Credit Card Expenses
Expense g I Save |Currerrt Expense
Description
Miles I Done |Entering Expenses
Traveled | -
Rate Iﬁ Back Continue
Selection
Rate I S it
Humber of I— Cost Options
People <
PN D Reimbursable
Cost I
i ;l ; [ Taxable
Kpense
i e S e

F 3 osemo02 EXPENSE 1500
F % 0smemo02 EXPENSE POV 1085
Total: 2595

Expense Entry and Current Expenses Window

7. Click Continue to advance to the Accounting Codes window or click Accounting Code
from the Document toolbar.
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Accounting Code Details LRSS TR TR RN UTLED

Aot
sample accaunt 25485
Total: 25.95
Totals Details | v AT T
Dishursemert Type |amaurt
2593
Pay To Charge Card 0.00
Pay To Traveler 2585

Captions of the Accounting Code Summary and Totals Summary within the Document Summary Window

8. Select from the Master Accounting Codes by clicking on the account code “label” to
select the appropriate funding information. The screen will refresh and the
accounting code will be displayed in the Accounting Code Codes browser.

Note: A default code may exist. If correct, no action is required. Otherwise, delete
the code and add the correct one

9. Click Continue to advance to the Total Details window or click Totals from the
Document toolbar.

10.No action is required in the Total Details window.
11.Click Continue or click Comments from the Document toolbar.

a. Type in the justification for the local travel and any comments you have for
this voucher.

Comments for Training327

Quick Tip _For this Document you can:
Click Apply and preset comments are inzerted into the Comments field. Comments can also be typed directly into the fe=et Epimmente
commerts field. Comments apply to the entire document.
Save | Comments
Comments Training on the New DOE Trawel Manager ;I _I
5.0 Web Version. Back I Continue |

Cloge | without Saving Comments:

|

Comments Window

b. Click Save.

12.To preview or print the document click on Preview Document from the

Document toolbar. This will bring up a copy of the document in Adobe Acrobat.
You may print or preview the document from this application.

13.Click Document Status from the Document Summary window or click
Document Status from the Document toolbar.
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a. If the traveler is creating their own voucher then they can sign the
document and begin the routing process. Make sure Submitted is
selected from the Status to Apply field.

b. If the preparer is creating the Voucher for the traveler, they can only Save
the document and inform the traveler that their voucher is ready for their
review and signature.

Status for Training327

Ouiick Tip Far this Bocument you can:

Tre= Sl FIN I3 case sensbivel
P | ared bl Do cumend

Back | Contimue |

Status to Apgly [SUDMTTED =]
Sigmnaure PIN [~

- -

Document Rouding

CRCE? I 5P EST CREATED «h1hm Traird

Document Status Window

14.1n the Signature PINfield, type your signature PIN and click Stamp.
15.The Pre-Audit Results window is displayed.

16.1f any of the Audit processes have failed the Pre-Audit, go back and
correct the problem at this time. If you have any questions, please refer
to the “Where to Find Help” section in Chapter 1.

17.Click Continue. The document is routed and TM Version 8.0 Main
window is displayed.
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REVISING DOCUMENTS

ADJUSTING DOCUMENTS

Occasionally, a travel document needs revision. You may need to change
the days of travel on your trip, add an additional destination, and/or
increase the estimated dollar amount of an expense. The procedure to
follow in revising the travel document is dependent on the DOCUMENT
STATUS and DOCUMENT TYPE.

Travel Authorization — An adjustment can be made at any point before the
document is stamped APPROVED. Once approved or data linked, an
amendment must be created. See section on creating Amendments.

Local Voucher — An adjustment can be made at any point before the document
is stamped APPROVED. Once approved, a reclaim must be created. See section
on creating Reclaim Vouchers.

Vouchers — An adjustment can be made at any point before the document is
stamped DATA LINK. Once data linked, a reclaim must be created. See section
on creating Reclaim Vouchers.

Amendments/Cancellations

The following steps are used to create an Amendment.

1. Click Create a New Document.

a. Click Amendment from the Document Type drop-down list and
press [Tab].

b. Click the Document icon for the document on the right side of
the browser.

OR
Search for the document by typing the traveler’s last name in

the Last Name field and Click Search. Then click the Document
icon.
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Document Search (Amendment)

Document List Click on an entry to select it

Traveler: John Traind

fifie [DepDate  [Status
B suthorizstion 0506102 DATA LINK
[ Authorization Trairing in MY 0401 102 DATA LINK

Document Search (Amendment) Window

Note: In the Amendment Name field that a -1 was added to the end of the
document name.

2. In the Comments field type a reason for creating the amendment.

3. Apply your Signature PIN and click Create.

4. Enter your changes on the document. Don’t forget to update the Type field by
selecting Amendment from the drop-down list in the Itinerary window.

5. To preview or print the document, click on Preview Document from the
Document toolbar. This will bring up a copy of the Document in Adobe Acrobat.
You may print or preview the document from this application.

6. Click Document Status from the Document toolbar or from the Document
Summary window to apply your electronic signature PIN. Make sure Submitted
is selected from the Status to Apply field.

7. Enter your Signature PIN and click Stamp.

8. The Pre-Audit Results window is displayed.

9. If any of the Audit Processes have failed the Pre-Audit, go back and correct the
problem at this time. If you have any questions, please refer to the “Where to
Find Help” section of Chapter 1.

10.Click Continue. The document is routed and the TM 8.0 Main Window is
displayed.

The following steps are used to Cancel a document.

1. Click Create a New Document.

a. Click Amendment from the Document Type drop-down list and press [Tab].

b. Click the Document icon for the document on the right side of
the browser.
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OR

Search for the document by typing the traveler’s last name in
the Last Name field and Click Search. Then click the Document
icon.

Document Search (Amendment)

Click on an entry to select it

Documert hame |DepDate  [Statuz
San Fran 05062 DATA LINK
[2 authorization Training in MY 0401 102 DATA LINK

Document Search (Amendment) Window

Note: In the Amendment Name field that a -1 was added to the end of the
document name.

. In the Comments field type a reason for canceling the authorization.
. Apply your Signature PIN and click Create.

. Update the Type field by selecting Cancellation from the drop-down list in the
Itinerary window.

. To preview or print the document, click on Preview Document from the
Document toolbar. This will bring up a copy of the Document in Adobe Acrobat.
You may print or preview the document from this application.

. Click Document Status from the Document toolbar or from the Document
Summary window to apply your electronic signature PIN. Make sure Submitted
is selected from the Status to Apply field.

. Enter your Signature PIN and click Stamp

. The Pre-Audit Results window is displayed.

. If any of the Audit Processes have failed the Pre-Audit, go back and correct the
problem at this time. If you have any questions, please refer to the “Where to
Find Help” section of Chapter 1.

10. Click Continue. The document is routed and the TM 8.0 Main Window is
displayed.
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Creating a Reclaim Voucher

If a Voucher is in a data link status and an expense was not claimed on the original
voucher, a reclaim voucher must be prepared. The general guidelines to creating a

reclaim voucher are to:
Zero out all Ticketed Transportation costs
Zero out all Lodging and M&IE Costs

Zero out any Advances applied

The following are step-by-step instructions on how to create a reclaim

voucher.

1. Click Create a New Document from the Document toolbar.

a. Click Voucher From Authorization from the Document Type

drop-down list and press [Tab].

b. Click the Document icon for the document on the right side of

the browser.

OR

Search for the document by typing the traveler’s last name in
the Last Name field and Click Search. Then click the Document

icon.

Traveler Listing ( Voucher from Authorization)

Document Search (Voucher from Authorization)

Quick Tip
Type one or more letters of the traveler's last name and click
Search. Then, click the traveler's name to lizt all documents.

Enter Search Criteria
Last Hame I

Click on an entry to select it
Prev 40 Hext 40

222222228

Train?, Janet

Document List Click on an entry to select it

Traveler: Janet Train7

Bl suthorization  trip ta Miami 04MOM2  APPROVED

Click on the Document icon
to select a document.

Traveler Listing and Document Search Window

2. The New Voucher from Authorization window is displayed.

Note that the Document Name was automatically uploaded from the
authorization. Since there has already been a voucher created the name must
be changed. We recommend adding a ‘1’ after the name listed for easier

referencing.
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New Voucher from Authorization

Quick Tip For this Document you can:
To zelect a traveler, click onthe EID or Traveler Mame lookup button.
.- Add Traveler lto Travel Manager
Document Type @l Walcher from Aulhonzahon;l Auto Name  |this Documert
Document Hame @Itrip to Miami|
Create |this Document
ssH©[222222228 [k e
Traveler Hame  Train?, Janet E}l

New Voucher from Authorization Window

3. Click Create.

4. The ltinerary Information window is displayed. Since no changes
need to be made to the Itinerary, click Save.

5. Click Ticketed Trans from the Document toolbar.

a. Click the Pencil icon on the See Attached ticket line item.
b. Change the Ticket Value field to 0.00 and click Save.

6. Click Expenses from the Document toolbar.

a. Click the X icon in the Action field under Current Expenses.

b. At the prompt “Are you sure you want to delete this record?”
click OK.

c. Repeat steps a and b until all expenses have been deleted.

d. Now add the expense that was not previously included on the
original voucher and click Save.

7. Click Lodging/M&IE from the Document toolbar.

Click the Pencil icon in the Date field under Lodging/M&IE Data.
Make sure the Lodging field reads 0.00. Click Override.

In the M&IE Amount field type 0.00 and click Save.

In the Apply Through Date field type the last day of the trip and
click Save.

oo o

8. Click Comments from the Document toolbar and type Reclaim
Voucher.

9. Click Save.

10.To preview or print the document click on Preview Document from
the Document toolbar. This will bring up a copy of the document in
Adobe Acrobat. You may print or preview the document from this
application.
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11.Click Document Status from the Document Summary window or
click Document Status from the Document toolbar.

a. Ifthe traveler is creating their own travel voucher then they can sign
the document and begin the routing process. Make sure Submitted
is selected in the Status to Apply field.

b. If the processor is creating the voucher for the traveler, they can
only Save the document and inform the traveler that their voucher
is ready for their review and signature.

Note: The processor cannot initiate the routing of a travel
voucher, only the traveler.

12.Enter your Signature PIN and click Stamp. The Pre-Audit Results
are displayed.

Pire-Audit Results For TX Site Visit

'g Uik Tip Far this Docmnent you can:
Click tw Magnitdng Cles: ioon o wkew detal comments far each audl pracess Justily |pra it feas
B0 Hame: TH 50 Vi Cnintinue: Imhgmnnmnw
Yoo VARl Canged |pre-2ul Resuls
Trwweder: Trair?, Senng
Sets; FLL
Pre Awsit Res
| GuPwoess  fEewe feee o |
B ormia wnTRuER ]
B ncmia s aumormzn PSS
B, orpuEn anvance PSS
[Bh cppRcaesL BY TRAYELER Poss
B aumHomizarion exs PiEs
B ke PSS
(B conFERENCE ALLCWILHEE PAZS
Bk evPErEE CoTEROREE PaEs
B, orver Evpeness: PAZE
B rrrnmamares PASE
B rrovm mooes PASE
(B vre TS pASE

Pre-Audit Results Window

13.If any of the Audit Processes have failed the Pre-Audit, go back and
correct the problem at this time. If you have any questions, please
refer to the “Where to Find Help” section in Chapter 1.

14.Click Continue. The document is routed.

15.The TM 8.0 Main window is displayed.
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Constructed Voucher

When a traveler deviates from the itinerary or transportation method
specified on their authorization, and the deviation was made because
of personal preference, the voucher reimbursement is the lesser of the
two amounts. When travelers deviate from the authorization, the
traveler’s actual expenses are compared to constructed costs for the
authorized travel. In essence, you produce the calculations for both
itineraries and compare them to see which is the lesser amount.

TM 8.0 can calculate both itineraries on one voucher and indicate that
the lesser of the two is the amount to reimburse the traveler. Complete
the voucher just as the travel events took place. A cost comparison
(constructed voucher) is required to show evidence that the traveler’s
deviation from official travel does not exceed the cost of official travel.

CREATING A CONSTRUCTED VOUCHER

1. Click Create a New Document from the Document toolbar.
a. Inthe Document Type field select Voucher from Authorization and press
b. [CTI;itI)(]'the Document icon for the document you wish to voucher.

2. The New Voucher from Authorization window is displayed. Click Create.

3. Enter all information as the travel actually took place.

4. From the Document toolbar click Trip Number.

5. Trips window is displayed.

6. Click the Copy Trip icon.

Trips
Quick Tip For this Document you can:
To add a trip to this document, click Add. e -
Trips
rips for San Fran
Trip o Trrin 1 i Den Date TReet Date z Cancel | Trifs Windosy
IE 1 SIMGLE TRIP SITE %ISIT 050602 051002
Trips Window

Copy Trip icon
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7. Copy Trips window is displayed. Click Save.

Copy Trips
% Quick Tip For this Document you can:
To accept the default, click OkK. 1
Save | Hewy Trip

Copy From Trip I‘I
Close | wyithout Saving
Copy To Trip |2

Copy Trips Window

8. Trips window is displayed again with both documents listed.

9. Click on Trip No 2.

Trips

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

Add | Trips

rips for San Fran
o Cancel | Ttips WWindowe

¥ i Mo

Trip Purpose

SINGLE TRIP SITE WISIT DSJ’DBJ’DQ 03N DJ’DQ

SINGLE TRIP SITE WISIT 0506102 051 0/02
Trips (Updated) Window

10.Document Summary is displayed.
11.Click Itinerary Details.

a. Inthe Type field select CONSTRUCTED from the drop-down list.
b. Click Save.

Itinerary Information for San Fran
Quick Tip For this Document you can:
The Begin Travel and End Travel fields must be completed before a per diem location can he added. Remember to zave tinarary

waur tinerary hefore cortinuing.
Back | Continue I
Trip Information

Travel Authorization Humber TANUM3 ?...l:.tﬂ dﬂ?:ﬁ [04/nz/z002
Purpose [SITE VISIT &l Type [SINGLE TRIP =
Description _ Trip Ho
Bt :l PR AMENDMENT
T CANCELLATION

ECOMSTHLUCTED

Itinerary Information Window
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12.Complete the voucher as the travel should have been performed.

13.To preview or print the voucher document click on Preview Document from the
Document toolbar. This will bring up a copy of the document in Adobe Acrobat.
You may print or preview the document from this application.

14.Click Document Status from the Document Summary window or click on
Document Status from the Document toolbar.

a. Ifthe traveler is creating their own travel voucher then they can sign
the document and begin the routing process. Make sure Submitted
is selected in the Status to Apply field.

b. If the processor is creating the voucher for the traveler, they can
only Save the document and inform the traveler that their voucher
is ready for their review and signature.

Note: The processor cannot initiate the routing of a travel voucher, only the
traveler.

15.Type your signature PIN and click Stamp.
16.The Pre-Audit Results window is displayed.

17.1f any of the Audit Processes have failed the Pre-Audit, go back and
correct the problem at this time. If you have any questions, please refer
to the “Where to Find Help” section in Chapter 1.

18.Click Continue. The document is routed.

19.The TM 8.0 Main window is displayed
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Chapter

Exercises For Creating and
Adjusting Travel Documents

This chapter provides practice exercises for:

Creating an Authorization

Creating a Voucher from Authorization
Creating a Local Voucher

Adjusting Documents

Creating an Amendment / Cancellation

If you are a travel processor creating documents for other travelers, your
Group Access will include all travelers for whom you prepare travel
documents.

AUTHORIZATIONS AND VOUCHERS

Exercise 1: Creating an Authorization
Scenario

You have been authorized to perform a site visit to Dallas, Texas and
Houston, Texas to review budget office procedures. Mr. Trainl will leave
on August 19, 2002 and return on August 23, 2002. Authorized
expenses include full per diem, ticketed transportation ($389), taxi
to/from airports ($30), rental car ($120), personal calls home ($8),
excess baggage ($80) and miscellaneous expenses ($50).

1. Click Create a New Document from the Document toolbar.

a. Note that Authorization is displayed in the Document Type field.
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New Document

Quick Tip amenty
To select atraveler, click onthe EID or Traveler Mame lookup bution. y
Add Traveler |t Travel Manager
Document Type @ &uthorization x | Auto Name  |thjs Document
Document Hame @

Traveler Hame @

Create thz Document

SSHQ B} 4—— SSN Lookup icon

2.

New Document Window

b. Type TX Site Visit in the Document Name field.
TM 8.0 will allow up to 16 characters for the document name.
Click the SSN Lookup icon.

d. Click the SSN for the traveler you logged in as.

e. Click Create to display the Itinerary window.

Enter the basic trip information:
a. Inthe Purpose field, select SITE VISIT from the drop-down list.
b. Inthe Type field, select SINGLE TRIP from the drop-down list.

c. In the Description field type, To perform review of budget office
procedures.

Trip Information

Travel Authorization Humber Auth Date IEI33'283’2DD2
[mmdddymy)
Purpose [SITE VISIT =l ST
Description To perform rewview of - TripHo 1
budget cffice procedures. «

3.

Itinerary (Trip Information) Window

Enter the basic departure and return information:

a. Inthe Begin Travel field, type 081902 and press [Tab], or click the Show
Calendar for Trip Start Date icon next to the Begin Travel date field and
click on the date desired.

b. In the Depart Selection field, select a residence or duty station
from the drop-down list.

c. Inthe End Travel field, type 082302 and press [Tab] or use the
Show Calendar for Trip End Date icon.
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d. In the Return Selection field select a residence or duty station
from the drop-down list.

Note that Multiple Days is selected in the Trip Duration area.

Doparum and Aetam Infermation
B Tl g o [ Unpart [FES Fochvie 40 Dt Setecsss [FES. Fock vin, W1 2]
Enal Trewdl g fPrezane = rasurn [FES: Rockelle, WD BwAurnSakoesss [RES Rockdle WD =
Trip Duration Wukils vz =
DT N -
[ a Presot

Itinerary (Departure and Return Information) Window

4. Enter the temporary duty location:
a. Click the Add Location button.

Note that August 19" is displayed in the Arrival Date field and August
23rd is displayed in the Departure Date field.

b. Change the departure date for the first location to August 21st

Add Per Diem Location to Trip TX Site Visit

% Quick Tip cume
Type the per diem location and click the Per Diem Location button.
Location
Arrival Date g IDBH 972002
[mmdddiyypy]
Departure Date ) IDS£21V2DD2
[mmdd iy

Per Diem I
Location

Cloze |W'rthout Saving Location

Search Lookup
Unlisted Location —
Select Unlisted lﬁ
State -

Select Per Diem
Location m

Add Per Diem Location to Trip Window

c. Click Lookup.

d. In the State/Country field, select TEXAS from the drop-down list
and press [Tab].

Note: You can type the letter T to advance quickly to those
states/countries that begin with the letter T and then scroll to
select TEXAS.
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e. Inthe Location field, scroll down the list and highlight DALLAS,
and press [TAB].

Per Diem Lookoop for TH Site Visit

Cdck Tig
Sedect sl el ounbry fran e chopeckren Bz Sebec] frorndbe Bk od avallahle boskons in ke Location feld. Chob Rl do

e e pear elamn ke,

Fur this Document you can:
Pt Doesm Lacon
Dlate | it Soccting Loaion

Selnct Per Diem Location

StmeCoumtry | TERS =l Location [DWLLAE B

Per Diem Lookup Window

f. Click Select.

Add Per Dicm Location to Trip TH Site Visit
Cuilck Tip Far this Document you can:
Typa this per g locnion e chok 1he Per Diem L ecation bulon

Favn ||ocetion
gy & oz [ Clase wRINGLL S5 Loedon
Depriure (ate g [pirsiane | L8]
Per Dip e
Lacation @ D425 T Smarch Loséun
Unibeted Lotation

Sasdect Unlisted
qure | =
Sedeot Per Diem

tocrion | =)

Add Per Diem Location to Trip Window

g. Save the Per Diem Location window.

Fer Diem Locationms

[ Feplece ALL idging and BEIE informaion nibes document. Al | aca by
B L T -
f x LA BT i) DWLLAS,TH Mz

Itinerary (Per Diem Locations) Window
h. Click the Add Location button again to add the second Per Diem Location.

Note that August 21stis displayed in the Arrival Date field and August 231
is displayed in the Departure Date field.
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Add Per Diem Location to Trip TX Site Visit

Quick Tip For this Document you can:
Type the per diem location and click the Per Diem Location button.
Save |Loca1i0n

Aetlal Dite iy [fa7zt 72002
feparture Tt o [f87z3/2002

Per Diem I
Location

Cloze |W'rth0u1 Sawing Location

Search Lookup

Unlisted Location [~

Select Unlisted lﬁ
State =

Select Per Diem
Location m

Add Per Diem Location to Trip Window

i.  Click Lookup.

j. Inthe State/Country field, select TEXAS from the drop-down list
and press [Tab].

Note: You can type the letter T to advance quickly to those
states/countries that begin with the letter T and then scroll to
select TEXAS.

k. In the Location field, scroll down the list and highlight
HOUSTON, and press [TAB].

Per Diem Lookup for TK Site Yisit
ek Tig Fuor this Document you can:

Sedect Sial e Contry fran e oo pcioen Bt Sedsc] fron he Balod avaliabile kosbons: inihs Locatin fed. Ok Rsle o mh' Doiesm Lacbon
e i par diam raliz.

Otz | it Sescting Locaion

Selnot Par Diem Location

StmeCoumtry | TEAS =l Location | HOUKTOH B

Per Diem Lookup Window

. Click Select.

Add Per Diem Location to Trip TK Site Visit

Oulick Tip Far this Document you can:
T thia ety Iocsion G chok 1 Par D Location buton

Savn || ocation
iy O LLEBLAODE - Clase wRINCAE S5t Lonaron
Depariure (ate g izscanz | 8]

Ber Dlern g [Wauzran, 1+ i

Unksted Location T

Sasdect Unlisted
que | =
Sedect Per Diem

tocrion | =)

Add Per Diem Location to Trip Window
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m. Save the Per Diem Location window.

EclitDelete Artival Date ocEtio Departure Date
c{? ® 032002 DALLAZ,TH 0ge21.02
(j? *® 052102 HOUSTOM TX 032302

Itinerary (Per Diem Locations) Window

5. Click continue, or on Ticketed Trans from the document toolbar to
add the ticketed transportation information.

Ticketed Transportation for Authorization TX Site Visit
Y Duick Tip Far this Focumant you can:
T mrber hicket informeniion, dick Bdd. Previcusty erlersd {ckel ninmaton can be edied (Parol zon) o delsled X B | Ticket
Kanl. -
Back C ol e I
| freldbe  Peioae e Joodt o Peel ke kR o x|

Ticketed Transportation Window

a. Click Add Ticket.

Note: The Type field defaults to AIR, the Description displays
Airline Flight and the date in Dep Date field is the begin travel
date.

b. To select a Depart From or Arrive At (airport location) select the
icon to the right of those boxes. This will bring up the Airport
Terminal Lookup screen.

a Airport Terminal Lookup - Microsoft In

Enter Search Criteria

Cancel

Location | Search |
_Cancsl |

Search Results Click on an ertry to select it

Search Results Prev 10 Hext 10
e Jescription
AUH  Abu Dhabi U2 Emirate
ALE  Albany MY Airport
ARG Albuguergue Airport
ALGE  Algiers Algeria Arpt
Ands Armarillo TH Airport
Armman, Jordan Lirpt
Amsterdam HOL Airpt
ANC  Anchorage &K Airport
A5 Asuncion, Paraguay
TH  Athens, Greece Airpt

c. Type the city location name in the box provided. Click on Search to bring up a
list of airports.
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d. Select the airport by clicking on the airport code to the left of the airport name.

Add Ticket Information for TX Site Visit

ek Tl
To b r d epssrting: and arebiol i orts, chok: tha Diegrat From aned Ak A kockup butiors
Type |HH = Ticked Watue (22000
Ticket Bo |Sen Allacrad Ticke 1
Mep Dertefignaon: 5= D criprtion [&iva Fig-l
Cantier """""“""" E
Tietat ks [rg ez B8
Dopert From [Bw-Batimoes, WD |USa ek il 2p) b
Arriwe A [P Daka / FLwioh, T (URA1 I Aol [
Coedract Fars |11 0 Thes
Cantract Carmer Confirmation Mo
Cosd |IEL00

Fnr this Do cumeent you can:

P mse Fonssgn Cokaison
F Lok Credi Card Expesises
Currerd Ticket

Close Lushout Saving Lpsetes

W Renbursabis
[ Tazsbie

Empomee e
Colenory

Pt Mt | GOWCT v
Wamdor | ibaon=| -

Add Ticket Information Window

e. Inthe Cost field, type 389.00. and press [Tab].

f. To close the Add Ticket Information window, click Save.

g. Click Continue to advance to the Expenses window or click Expenses from

the Document toolbar.

Expense Entry for TH Site Visit
G uck Tp
The furmer icon mdcaries & e fiekd Sk S to e e cutren e nee snd refrezh the seeen zo s
ey SHpeense can e atkied.
D © (g )
o

Desciiptian
Hilax
Toawshei
ety [
it | =
Hakn
Cosa @ [

Far this B cument yau ot

¥ et auich Eperiac

¥ \bae: Fosesan Calcutator

F| o Cracw Card tapenene
Savd |Curmnt Bxperms

Eriering Expprsss

Back | Costinue |

Expense Entry Window

6. Add the following expense information:
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Note: The first field is Date. This refers to the date on which the
expense will be incurred. The first day of the trip will appear in the
date field by default.

a. Inthe Expense Type field, select RENTAL CAR from the drop-down list.

b. Press [Tab]. The screen will refresh and the expense will be displayed in
the Expense Description field.

Note: When a selection from the drop-down list is made the Expense
Type field, the Expense Description field is automatically populated.

c. Inthe Costfield, type 120.00.

d. The comment field is for explanations or justifications of
expenses. (See Appendix D).

e. Click Save.

Note the expense is now displayed in the bottom browser. It is
very important to click on Save after every expense entry.

f. Inthe Expense Type field, select TAXI from the drop-down list.

g. Press [Tab]. The screen will refresh and the expense will be displayed
in the Expense Description field.

h. Inthe Costfield, type 30.00.
i. Click Save.
J.  Inthe Date field, type 082102 and press [Tab].

k. In the Expense Type field, select AUTHORIZED CALL HOME from the
drop-down list.

I.  Press [Tab]. The screen will refresh and the expense will be displayed
in the Expense Description field.

m. Inthe Cost field, type 4.00.
n. Inthe Copy Through Date field enter 082202.

Note: The Copy Through Date field allows you to enter an expense for
multiple days during your trip

0. Click Save
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p. Add two additional expenses (repeat steps f through m).
Gov't Property Baggage ($80)
Miscellaneous expenses ($50)

g. All of the expenses have been entered. Click Continue to advance to the
Lodging/M&IE window or click Lodging/M&IE from the Document
Toolbar.

Expense Entry for TX Site Visit

fﬁj CHIICK Tip Fur this Documant you can:
@ Thez Aemase ion indi iz & reguired il Chck Save to Save tie cuient expente and refresh the bonsen a0

e BapmTes HEn b addec “mmum
Date 190 = I}Mﬂ'_
- [ | pokup Credr Card Expenses
Exponess Type: r ;i
Dc-;-eme- of S v |Currert Prpanes
: LLIEEY [ Dons | Frisring Pepenaes
e = Back | _ Continue |

Click the Pencil
icon to correct an
expense entry.

mneane L Ly e =n.on

Click the Xicon to
delete an
expense entry.

HAEE Ferial Car 12000
F 3 mnaoom Tesd =000
F¥ mooow athorized Cal Home 400

/;T; a2 a0 Adhodzed Cal Hane Py

Tedal 29800

Expense Entry (Completed) Window

7. Review lodging and M&IE information:

Each day of the trip is listed.

The per diem amount (from the rates table) is displayed in the Ldg Allowed
and M&IE Allowed fields.

The M&IE per diem rate (from the rates table) is % for the first and last
day of the trip.
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Lodging,/M&IE for TX Site Visit

ek The For this Bocement you can:
A et (] i ihe Special colunn indcales that o cordbion Fas besn ek ced inihe Sdvwanced LokErgRisE
o

Flosel AR pdgng snd A sipens=s
Eack | Consinus |

b Jract  Foebals  Jiawced  fanddowed  MadEMoosd  Jrerbienkas  feecdd  BRLp pore

& panaen e} B B30 2800 .50 B3 (46
# bzonca @ B B B0 3 48
F s i B o 4500 146
# nanos m [ B | 1800 i3 {4
Ff B ] oo an ] B3 148
Lodging/M&IE Window

8. Click Continue. The Other Authorizations window is displayed.

9. Add the following other authorization information:

a.

Click EXCESS BAGGAGE.

Note: Excess Baggage is displayed in the Other Authorizations on
Current Authorization area in the bottom browser

Master

List of Ddher Authorizations

ABSARD LS. VESEE

Other suthorizations for TH Site: Visit

uick Tip For this Documant you com:
Gesiatt i Coer ALERozaon fram e Master List Belowdn akish ALt mation.

Other Authorizations Window

Other Authorizations on Current Authorization

i?ﬁ EXCESS BAGGAGE
Other Authorizations on Current Authorization Window (Bottom Browser)
b. Click EXCESS BAGGAGE in the Other Authorizations on Current

Authorization browser. The Other Authorizations Remarks window
is displayed.

5-10
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Othezr Avthorization Remarks
{1 Gwick Tip

@ A oy Utk rere i 1or B ey ALSor Ealion

::::: Laggage subharizasdisn ic eequastsd dfor

canfsrsccs mascing wacsriale |i.s. wanosls,
visuwal aids. el I

Other Authorization Remarks Window

c. Type Excess baggage is authorized because it is required for conference

meeting materials (i.e. manuals, visual aids, etc.). Click Save

The Other Authorization Remarks window is for explanations regarding
different types of authorizations that necessitate comments. Money is not
obligated here, but this area allows for explanations of what is authorized.
Examples include justifications for excess baggage, actual expenses and
rental car. See Appendix D: Advance Approvals Required for Travel —
Summary.

. Click Justification for Rental Car Authorized in the Other Authorizations on
current authorization browser. The Other Authorizations remarks window is
displayed.

Type, “Rental car is needed for local travel”.

Click Save. Other Authorization window is displayed.

Click Continue to advance to the Available Accounting Codes window or click
Accounting Code from the Document toolbar.

10. Add the following accounting information:

a. Select from the Master Accounting Codes by clicking on “label” to

select the appropriate funding information. The screen will
refresh and the accounting code will be displayed in the
Accounting Code Codes browser. Use sample account for this
exercise.

*Note: A default code may exist. If correct, no action is required.
Otherwise, delete the code and add the correct one.

5-11
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Avsailable Accounting Code Codes Tor TH Site Visit

Guick Tip For this Documant you cam:
Once el of NoFe scounting coces are safecied, the Allocation buton is erabled MI‘I Mﬂm: Cade Cod

Enter Search Criteria
R nurting Code Code I— .G'“m‘..l. Retrieve ]

Master Acoounting Code Codes b Code Labed bo add bo [

Siaich i P A0 e 10
T S
[Monay aehioral el 1805 dO8. Z27E. J65. Q0. . .

[0 Zaimpl eocaunt  abockfy. S04 1 2345E. 1234, ST BET 12945

Aceounting Code Codes - Eaind
o | on | SR
LR {Hare) ST BoToUTE abodstg. 0O, 123055, 1234, G431, 66T, 123466,
et Bidee

Available Accounting Code Codes Window

11.Click Continue to advance to the Totals window or click Totals from
the Document toolbar. No action is required in the Totals window.
Note the following:

Total Estimated Expenses displays the total amount of
expenses entered for the authorization (lodging, M&IE,
transportation, and expenses); this includes reimbursable and
non-reimbursable expenses.

The Expense Category Details area displays information about each expense
category; the expense category used in the document, the organization
associated with the document, the accounting code used for each expense
category, and the amount applied to each category.

Total Details for T Site Visit

ik Tip For this Documant you can;
Clekthe Wiew &dvances for Document o add or updates an aduance ¥ Wirw Bdvences for Dneument
Tuntad Esdimeated Expenses: 111500 Back | Continue I

Compauibind Adwance Authorized: 25000
Aduanes Requested: 000

Expense Category Details

COM CARRER =anple account 36500
LODO NG ) senpe nocount 35600
MSE sernple aocoun 20700
OTHER aenph Aol 1R
REMTAL CAR aanpl accoun 1200

Expanse Category Advance Datails
e A v o TR
MEE 207 00

Total Details Window

12.Click Continue or select Comments from the Document toolbar

5-12
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Comments for T Site Visit
e
E.;iknzprrskl:a:: ﬂm;::;ﬂ:g;::m;:rﬂmwnzu Comments o also e fyped diracty neothe ﬂlp’m CoTmatE
Cisvaiisati '-_] Save Cunn'nr!h
_Hack | Continue |
Chose |wihout Saving Commemz
E

Comments Window

a. Enter any necessary comments that pertain to your trip.
b. Click Save. The Document Summary window is displayed.

13.To Review the document prior to signing it, or to print the document,
select Preview Document from the Document toolbar. This will bring
up a copy of the document in Adobe Acrobat. You may then print the
document in the normal manner.

14.To sign, save, and route the document, click Document Status from
the Document toolbar.

Status for TX Site Wisit

sk Tip For this Document you can:
The Sgraiure FIN & cass sensths!

Stutus fo Apply | SUBMTTED =
Signature FIH |

Remarks

incrment Rowting

DEREOR ;5600 EET CREATED

b Trean1

Status Window

a. Make sure Submitted is selected in the Status to Apply field.

b. Inthe Signature PINfield, type your signature PIN and click Stamp.

c. The Pre-Audit Results window is displayed.
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Pre-Audit Results for TX Site Visit (View Only)

Quick Tip D [ 0
Click the Magnifying Glags icon to view detail comments for each audit process. Cloze |Pre-Aud'rt Resuts

Document Hame: TX Site Vist

Type: Authorization

Trawveler: Traint, John
Status:

Pre-Audit Results

B\ scer copes ExisT

[\ sPPROVAL BY TRAVELER

B\ LAUNDRYIDRY CLEAMNG

[\ oTHER ExPENSES

[\ PERDIEM RATES PASS

Pre-Audit Results Window

d. Ifany of the Audit Processes have failed the pre-audit, go back and correct the
problem area at this time. If you have any questions please refer to the
“Where to Find Help” section in Chapter 1.

e. Click Continue. The document is routed and TM 8.0 Main window is
displayed.
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Exercise 2: Voucher from Authorization

Scenario

You have returned from your trip to Texas, and now wish to submit a voucher. Your
receipts and expense list is as follows:

Lodging: $115 per night

Lodging Tax: $8.24 per night

Rental Car: $100.00

Taxi: 8/19 and 8/23 $12.50 each day
Parking: 8/19 through 8/23 $ 7.00
Authorized Call Home: 8/22 $4.00

1. Click Create a New Document from the Document toolbar.

a. Select VOUCHER FROM AUTHORIZATION from the drop-down list and
select [Tab].

b. Click the Document icon for the document on the right side of the browser.
OR

To search for the traveler document, type traveler’s last name in
the Last Name field and click Search. Then, click the Document
icon for the document on the right side of the browser window.

Traveler Listing {( Voucher from Authorizati| Document Search {(Voucher from Authorization) |

Quick Tip i Click on an entry to select it

Type one or more letters of the traveler's last name and click
Search. Then, click the traveler's name to list all documents.

:

Last Hame IF (3 authorization paris i P,
B sutherization test2 M Hi
. B autherization emaitest2 09MOi02  CREATED

=111

Traveler Listing and Document Search Window

c. When the New Voucher from Authorization window is displayed,
click Create.

5-15



CHAPTER 5Exercises for Creating and Adjusting Travel Documents

Mew Voudher from Authorization

Quick Tig
To melec m brerwier, chck onthe EID o Tresveker Pemes lockup bafion

Document Typs 0['u'oudm frorn Stz aton s
Duv il Warme ﬁfT}: Sile Yiit
] ofm.ﬂ.zm Eh

Traweder Home  Traird | Jobn EII

For d_ii"k Dociment j!;-uu cant

Addd Teawalor | g Travel Manamer
Aule Mome | Dot

Creale |this Dogumenl

New Voucher from Authorization Window

Note the Authorization Number and all other information was
pulled from the authorization into the voucher.

[tinerary Information for TH Site Visit
Quick Tip

The Begn Traved and End Travel fekis must be completesd Before 8 per den ocmion can be scded. REnember bo s Sawe | Hrerary

Vo Bnerary before continuing

Trip Infarmation

Trawel Authorization Mumber TARK

Purpose [ STE VISIT =]

D e iption

To perform cevies of

Deparure and Roturn Informstion

Biagin Travel
wn Tl gy [ggnagz TR
End Traeel i [5/23700;  E28

Trripy Bur-ation Mulids days 'I

e |

Per Diem Locations

[ Replaze BLL kndging and BEIE information on this daoomment.

Fitaele bl Cali
oan s

d ®

Fudget of fioe procecures.

Depart |[AES: Aockwalls, MO
Return  [HES Rockala O

a FPrexst

Add Locatian
Diegitists Dt

Far this Document you cant

Back | Continus

f*"“‘l'”-' [pavmre [
Type [SHGLE TAIF -

TripWo 1

Depart Sebection | AES: Aockyik, MD =]
Rt Sabeetion | RES: Aokl WD 'I

DER=02

Itinerary Information Window

2. Review the itinerary information. Since there are no changes to be

made, click Continue.

3. To update the ticket information:

a. Click the Pencil icon on the See Attached ticket line item.
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Ticketed Transportation for Voucher TH Site Visit

Fuor this Documant you cam:

Ok Tip
T srler Acket rdomaton, dck Ldd. Frevous b emsmed bckst informeton cen bs sddsd (Fencl icon) or dsisbsd 05
lean)

I T e 77 £ ] 4

tf x Zee AHeched Tickel 1 W2 AR SE00 B Bsbimons, WDoUSR) (Bel. il Opk DF-Dosbas ¢ FE. WYorth, TH (US43 (inll.

Ticketed Transportation Window

b. In the Ticket No field type the ticket number 016-
1935544210-4.

Upclate Ticket Information for T Site Visit
Quick Tip For this Document you can;
To=rter deparlurs srdd srivsl spors, ek the Depsit From snd Sories O ook Butiors. .
| ¥l=e Foremn Calculator
Tupe [AF =] Ticket Walue [3E0 b
. Loukup Credil Card Expenses
Tickont o [0716193554421004
Dop Dute 51570 Description [iinz gt - Currect Tiket
Carrigr i “'“’"‘l = “ﬂlﬂiwﬂfutﬁuﬂng Lipeiries
Ticieet nte: FRREEOD | B2
Deeant From [El Baliimens, WD [USA) Bt v &n1 Ed M Relmbir s b
Areive & [P Tiake: JFE ek, Tr 58] i Ed [ Tamatite:
Cotract F 0.0 [ai] Expense
actbare L0 asa e L0, CARRIER
Coniract Carrier Comdirmation rlnl
Pt Methad | G0WCC "
Cost |Z25.00
Wendor |[FMons| lI

Update Ticket Information Window

c. Click Save.

4. To update the expenses, click Continue to advance to the Expenses window or
click Expenses from the Document toolbar.
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Add new
expenses in
this browser.

Click the Pencil
icon to update
an expense.

Expense Entry for TX Site Visit

Quick Tip
The Srrove icon indicates & required field. Click Save to save the current expense and refresh the screen 2o &

To add multiple expenses quickly,
click Copy Through Date.

neyy expense can be added.
Date © [ng/19,02

[mme deiywy]
Expense Type =1
. O
escription
Miles
Traveled
Rate
Selection

Rate I
Cost !

Comments | ;I

k Use Quick Expense
|> Use Foreign Calculator
- Lookup Credit Card FExpenses

Save |Current Expense
Done |Entering Expenzes
Back | Continue I

Cost Options

[] Reimbursable

D Taxahle

Click the Xicon
to delete an
expense.

Current Expenses

Excess Bagoage

08 9i2002
7 08M 82002 Miscellaneous
ﬂ 08 42002 Rertal Car
F % nanaconz Taixi
f x 0Fe2152002 Authorized Call Home
f:? ¥ osezoo0z Avthorized Call Hame

a0.00

50.00
12000
30.00
4.00
4.00

Total: 253 .00

Expense Entry Window

a. Delete the AUTHORIZED CALL HOME expense for 8/21 by clicking
the X icon. At the prompt “Are you sure you want to delete this

record?” click OK.

b. Delete the Govt. Property Baggage expense.

c. Update the TAXI expense for 08/19/02 by clicking the Pencil icon.

d. Type 12.50 in the Cost field and click Save.
e. Add the 08/23/02 Taxi expense.
1. Type 082302 in the date field and press [Tab].
2. Inthe cost field, type 12.50.
3. Click save.
f. Add lodging taxes using the Copy Through Date field.

g. Type 081902 in the Date field and press [Tab].
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h. In the expense type field, select Lodging Tax (Domestic) from the drop down
list and press [Tab]

i. Type 8.24 in the Costfield and press [Tab].
j. Type 082202 in the Copy Through Date field and click Save.

k. Repeat steps f-i for the PARKING expense. Cost is 7.00 for each
day of the trip.

|.  Update the rental car expense for 08/19/02 by clicking the
pencil icon

m. Type $100 in the Cost field and click Save.

5. Click Continue to advance to the Lodging/M&IE window or click
Lodging/M&IE from the Document toolbar.

Note that the Lodging Cost column has recorded the maximum
amount allowed. The actual amount spent must now be recorded.

Lodging /M&LE for TH Site Visit

Quick Tip |.:m 1fiir,]hqumn]ymn can:
An aiber 5k (7] In e Specinl column nclcates 1hl & conction bas Been seecisd in b Sowanced
Lo MEE wirdnw Dedete A1l || cosres snd WSIE axmerses
To update a :
LodgF:ng or Back | _Contiowe |
M&IE
expense = [dele [Replcole  Joofost  Jdailowsd  [MEEslowsd  [PeclemPde  Fpeodl BILE Exiz |
click the ¥ i L] o am 3450 B4
Pencil icon .!iruamm it} ] oo fafa ] 9E.00 B 4G
' F ez B 0 i 4800 B9 145
F ozoane B 000 ana 450 B 140
J [ = ] ooo oo 39.50 [:= Ny
/ Lodging/M&IE Window

To duplicate the Lodging cost to
subsequent dates, click the
Replicate icon.

a. Click the Pencil icon on the first day of the trip.
b. Type 115.00 in the Lodging field.

c. Click Save.
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Update Lodging and M&IE Expenses for TX Site Visit (08/19/02)

Quick Tip
For this lodging day, you can edit specific actuals, leave data, meals provided status, lodging amount, and if desired
apply these changes forward using the apply through tool.

Hext I Expense
Save | Expenze Changes
‘ Override |L0dging and MEIE

Close l Without Saving Changes

Lodging
Per Diem Rate: &9 /46

Lodging: |1 15.00

Conference Allowance

[” Conference Allowance Conf Info
Conference Rate:

[ Lodging
Limit: 0.00

7 Meals
Breakfast: 0.00
Lunch: 0.00
Dinner; 0.00
Incidentals: 0.00

' Hone
" Annual

" other
Hours: 0

[ Breakfast
[ Lunch
I pinner

219402

Update Lodging and M&IE Expenses Window

Lodging/M&IE for TX Site Visit

Quick Tip
An asterizk (%) in the Special column indicates that a condition has been selected in the Advanced
LodgingMEIE wincdow

Delete All ILodging and MEIE expensas

|

Lodging/M&IE Data

t’? 031 a0z §9.00 34.50 g9 /46

@
& vamomnz 1] E 115.00 89.00 48.00 89145
& vamimz @ B 115.00 89.00 45.00 89145
& vamans 1] E 115.00 89.00 45.00 89145
& vamam: ® B 0.00 0.00 3450 89145

Lodging/M&IE (Updated) Window

d. Click the Replicate icon on the line dated 08/19. Click Continue.
Review the amounts in the Lodging costs column.

e. Click Continue to advance to the Available Accounting Codes
window or select Accounting Code from the Document toolbar.

6. Note the Sample Accountaccounting code was carried over from the
authorization into the voucher.
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Available Accounting Code Codes for TH Site Visit

Quick Tip Fer this Document you can:
rce bwo o more sccouning codes are selsched, e Mocstion butbon is ersblsd. duidl | Blerse et Doda Cocks

Enter Search Criteria Back |  Conlinue

Accounting Code Code |—" Search | Hebrieve

sccounting Code Codes

Seareh Mesills

Crgmicson sl
(Hong) Gz rl francd 1505, 0B AATA. 255,
CMone) Sonpls scooint  abvodedg. 504 133455, 133 S43A | 567, 123455,

Accounting Code Codes far TX Site Wisil

e e m

g?jt(m] sempls sccolnt shodety 504, 133455, 1234, 54331 567, 13345,

Fest M pekie

Available Accounting Gde Codes Window

7. Click Continue to advance to the Totals window or click Totals from the Document
toolbar. No action is required in the Totals window.

8. Click Continue to advance to the Comments window or click Comments from the
Document toolbar.

9. Add the fdlowing comments to the document: Trip was successful.

Comments for TX Site Visit

Qi ck Tip For this Bocument you can:
ek pply s prcessd cOMMBNGE are estacd im0 e Cofniments Tiekd. Cominants can A ko b Tupad diracdly ino e e e
commems fisld. Comments spoby bo the enlire doconem BB
Sawe |Comments
Commems [ro.pn var xuccaxsful. =]
Back | Conlires I

I'Jnﬂt:lwlml.rl Sawing Comments

- |

Comments Window

10.Click Save.
11.The Document Summary window is displayed.

12.To preview or print the document click on Preview Document from the Document
toolbar. This will bring up a copy of the document in Adobe Acrobat. You may print
or preview the document from this application.
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13.Click Document Status from the Document Summary window or click on
Document Status from the Document toolbar.

a. If the traveler is creating their own travel voucher then they can sign the
document and begin the routing process. Make sure Submitted is selected in
the Status to Apply field.

b. If the processor is creating the voucher for the traveler, they can only SAVE the
document and inform the traveler that their voucher is ready for their review
and signature.

Note: The processor cannot initiate the routing of a travel voucher, only the
traveler.

Status for TX Site Visit

The Sgretire AN s caze senskesl
P_Jand Suernd Do e

Back | Confinus I
Stetues o Apply | SLUBMTTED =

Signavture FIM “"‘""—'

Jocument Histony

s fbes __________________ Femarle |

DA 373 PW EET CREATED ok Trard

Document Status Window

14.Enter your Signature PINand click Stamp.

15.The Pre-Audit Results are displayed.

Pire-Audic Resulis for TH Site Vislt

nick T Far this Documment yan can
ik tra Weitying Glias on 1o e dibal comnents for eech Gl pricess Justify [pre. e Feos
B el B Mame: T+ S0e iz LCointinue: Imhgmnn:ﬂmr
b sl Cangel | pre-sudk Resuts
T awedetsr: TrsinT, Seenias
Sotos; FAL

T - ——
Pas3

[ semin winTeuen

B ncmia s aumHomEn (]
B, sppiEn anvance PoEs
[ speRoies L BY TRAVELER Pozg
Ex sutHomzarion EMET PSS
B s ectmer FAIL Evparme Dase rintien (% Miacslanesis
(B, cnFERENCE ALLCWSHEE PASS
B eremss catenores PATE
& orrer BvpenEss PAZE
B rrrpoamares PAZS
B\ rrevm viooes PAZE
[ rre T PER pasE

Pre-Audit Results Window
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16.1f any of the Audit Processes have failed the Pre-Audit, go back and
correct the problem at this time. If you have any questions, please
refer to the “Where to Find Help” section in Chapter 1.

17.In the example, miscellaneous expenses failed. Miscellaneous
expenses must be specified and itemized on the Travel Voucher. Go
back and delete the expense or itemize the expense. Stamp and
Route the document again.

18. Click Continue. The document is routed.

19.The TM 8.0 Main window is displayed.
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Exercise 3: Local Voucher

Scenario

You have been directed by your supervisor to attend a training session
being held at the General Services Administration Building located in
Washington, DC. Once he completes his duties outside of the office, it's
time to submit a voucher for his expenses. Your expenses are as follows:

= Private vehicle transportation 30 miles round trip (excludes
normal commuting costs)
= Parking expense $15.00

1. Click Create A New Document from the Document toolbar.

M Document

Quilck Tip For this Dﬂ:i_:ﬂ'll_ﬂ:l‘ii]i:ll._lﬂ'ﬂ.‘.'

To sdlect s irsesier, chick olhe B oor Trewslsr Meme ootup bubon. - -

Audd Traweles  Je Trewed Manages
Docuement Type D) Labaiedon ;l Hubo Wame |k Documan
Doamment Hame |21 hmzakon
oyt Craale
s5H i I thee Docunant
Trawedzr Hams

New Document Window

a. Inthe Document Type field select Local Voucher.
b. Type Training327 in the Document Name field and press [Tab].

c. Type the Social Security number of the user you are logged in as into the
SSN field.

OR

Click the SSN Lookup icon. Click the SSN for The user you are logged in as.

New Document

Quick Tip For this Document you can:

To select a traveler, click on the EID or Traveler Mame lookup button.

Add Traveler  |to Travel Manager
Document Type @l Local Yaucher ;l Auto Mame  |this Document
Document Hame @ITrainingBZ?
Create |thizD it
ssH @ [22222.2221 El _Create s bocume
Traveler Hame  Train1, John E‘
New Document Window

d. Click Create.
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e. Leave the Travel Authorization Number field blank.

f. Inthe Trip Purpose field select TRAINING ATTENDANCE from the
drop-down list.

g. Inthe Trip Type field select SINGLE TRIP from the drop-down list.

Document Summary for Local Youcher Training327

Quick Tip For this Do cument:.ynu can:
Zgrd?;a:mflc information, click on & Detsils link. You can sign snd stamp your document from the Document Status B
Travel Authorization Humber ml i IR B A
Traveler Detaile 222222221, John Train1 Cloze | Current Document
Trip Purpose |THAINING ATTEMDAMCE ;I
Trip Type [ENE
Expense Details |y L0
Total: 0.00
LG L RA - ooy nting Code Summary
sample account 000
Total: 0.00
Totale Details

otals Summary

Disbursement Type ourt
Amourt Claimed oo

Pay To Charge Card 000
Pay To Traveler 000

Enter Comments <Ho Comments Entered=>

Document Status |\ BT T (B Enter Status/PIM to stamp this documert
Document Status: CREATED  Awaiting: Train, John Stamp and Route |

Status To Apply

ISUBMITTED vl

Document Summary Window

2. Click Continue to advance to the Expense Window or click Expenses from the
Document toolbar.

a. The Date field will default to the day in which you creating the document. If
necessary change the date to reflect when the expense was originally
incurred.

b. Inthe Expense Type field select EXPENSE from the drop-down list and press
[Tab].

c. The screen will refresh and your Expense Type will now be listed in the
Expense Description field. Add POV to the description.

d. Type 30inthe Miles Traveled field and press [Tab].

e. Choose“1P0C-0.365” from the Rate Selection field. This will automatically
populate the Rate field with the mileage rate.
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f.

TM Version 8.0 will automatically calculate the cost and enter it in the Cost

field

Expense Entry for Training 327

Quick Tip

The Arrove icon indicstes a required field. Click Save to save the current expense and refreshthe screen soa

nevy expense can be added.

For this Document you can:

P Use Quick Expense
2 Use Foreign Calculator

Date ® [n3726702
[mmdd iy - b :
Expense Type I ;I Lookup Credit Card Expenses
Expense g [EXFENSE POV [Save |currert Expense
Description
Miles I— Done |Er|tering Expenses
Traveled £l 5 kI i I
ac| ontinue
Rate  HpoC- naes -
Selection "
Rate  [0365 py ThroughDate |
Humber of I_ Cost Options
People H &
Reimbursable
Cost @ l10.95
D Tazable
Comments | ﬂ
Expense OTHER:
Py
Expense Entry Window

g. Click Save and enter the next expense.

h.

j.

In the Expense Type field select EXPENSE from the drop-down list and press

[Tab].

The screen will refresh and your Expense Type will now be listed in the
Expense Description field. Add Parking to the description.

In the Cost field type 15.00 and click Save.

Expense Entry for Training 327

Date
{mm iy

Expense Type
Expense
Description
Miles
Traveled
Rate
Selection
Rate
Humber of
People
Cost

Comments

Quick Tip
The Arrowy icon indicates a required field. Click Save to save the current expense and refresh the screen so a
MEYY ExpEnse Can be added,

® [narzerz
| =

o |

=

For this Document you can:

2 Use Quick Expense
g Use Foreign Calculator
g Lookup Credit Card Expenses

Save | Current Expense

Done IEmering Expenzes
Back | Continue |

Cost Options
1 reimbursable

1 taxable

Expense

F 3 o4nenonz EXPENSE

F 3% nanenon

EXPENZE PO

Total: 25.95

Expense Entry and Current Expenses Window
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k. Both expenses are listed in the bottom browser.

I.  Click Continue to advance to the Accounting Code Details window or click
Accounting Code Details from the Document toolbar.

L UL RSN - o ynting Code Summary

sample account 2585

Total: 2595
Uuc A TR T o415 Summary
i Type |&mourt
Amaourt Claimed 2595
Pay To Charge Card 0.00
Pay To Traveler 25485

Captions of the Accounting Code Summary and Totals Summary within the Document Summary Window

m. Select from the Master Accounting Codes by clicking on the account code
“label” to select the appropriate funding information. The screen will refresh
and the accounting code will be displayed in the Accounting Code Codes
browser. Use sample account for this exercise.

Note: A default code may exist. If correct, no action is required. Otherwise,
delete the code and add the correct one.

3. Click Continue to advance to the Totals window or click Totals from the
Document toolbar.

4. No action is required in the Totals window.

5. Click Continue to advance to the Comments window or click Comments from
the Document toolbar.

a. Type the following: Training on the New DOE TM 8.0 Web Version.

Comments for Training327

Quick Tip _ For this Document you can:
Click Apply and preset comments are inserted into the Comments field. Commerts can alzo be typed directly inta the Bre e rens
commerts field. Comments apply to the entire document.
Save | Commerts
Comments Training on the New DOE Trawvel Manager ;I _I
2.0 Web Version. Back | Continue |

Close | without Saving Comments

[ |

Comments Window

b. Click Save.

6. To preview or print the document click on Preview Document from the
Document toolbar. This will bring up a copy of the document in Adobe Acrobat.
You may print or preview the document from this application
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7. Click Document Status from the Document Summary window or click
Document Status from the Document toolbar.

a. If the traveler is creating their own local vouchers, then they can sign the
document and begin the routing process. Make sure Submitted is
selected in the Status to be Applied field.

b. If the processor is creating the voucher for the traveler, they can only Save
the document and inform the traveler that their voucher is ready for their
review and signature.

Status for Trainino327

Ouiick Tip For this Document you can:

T Slegrerir e FIN 13 came senskivel
P | e Sbnl Documernd
Back | Contimue |
St usa toe Apply | SUBMITTED =
Signlure: PIH [~

- :

Document R owting

CACER 5/ FMEST CREATED <o by Treind

Document Status Window

c. In the Signature PIN field, type your signature PIN and click
Stamp.

d. The Pre-Audit Results window is displayed.

e. If any of the Audit processes have failed the Pre-Audit, go back
and correct the problem at this time. If you have any questions,
please refer to the “Where to Find Help” section in Chapter 1.

f. Click Continue. The document is routed and TM Version 8.0 Main
window is displayed.
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Exercise 4: Adjusting Documents

To adjust travel authorization/local voucher that is not stamped approved or a
voucher that is not stamped data link, follow the steps outlined below.

Scenario - Adjustment

You have submitted your voucher and then realized that you should have deleted the
miscellaneous expense item for 08/21/02.

1. Select Open Existing Document from the Document toolbar.

Traveler Listing (Open Document) Document Search (Open Document)
Quick Tip Document List Click on an entry to select it
Type one ar more letters of the travelet's last name and click John Traind
Search. Then, click the traveler's name to list all documents .
Enter Search Criteria B authorization T Site Visit 03M02  SUBMTTED
@ Authorization Training in MY 040102 SUBRITTED
B suthorization Travel Trip 1 030102 AUTHORIZED
Document Type [ ALL = B Locsl Youcher Statushitgd-2 040102 SUBMTTED
Traveler List Click on an eritry to sele B Local voucher Training327 0312802  SUBMITTED
Search Results Prev 40 Hext 40 @ Laocal Youcher Trair -lvchi0319 03 902 CREATED
L ED B voucher voucher T P,
5250 B voucher TH Site Wisit 084802  SUBMITTED
@ woucher Training in kY 0410102  CREATED

Traveler Listing and Document Search Window

2. Click the Document Icon for the document, on the right side of the browser
window, you wish to adjust.

OR

Type the traveler’s last name in the Last Name field and click Search
and click the Document icon on the document you wish to adjust.

NOTE: If previous adjustments have been made to this document you will
need to select the current version of the document, marked by **.

3. Type your Signature PIN in the Signature for Adjustment field and click Sign.

NOTE: Do not select GET as you will be in a “view” status and will not be able
to make any changes in the document.
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Open Document Signature

Quick Tip For this Document you can:
The Signature PIM is case sensitivel B
Signature for Adjustment I‘““"““*“"“‘i Get | Document as Yiew-Only

Cancel | Opening Document

Open Document Signature Window

4. In the Document Summary browser, click the X on the Miscellaneous
expense item for 08/21/02 to delete the expense. At the prompt,
“Are you sure you want to delete this record?” click OK.

Document Summary for Voucher TX Site Visit

Purpose Descoripiion To perform reviss: of budgst oHce procedurss,

Wirerary Details [ALLAS, TX BB100Z - D80
HOLISTOMN, TS RE21IE - 082302

Tk bl T Dstailes §389.00
T dat Lo IR s Summany
0 update an expense, s
. o : e Pt [Eupanae
: CEEH S0 Lodging Tie (Domeslic)
click the Pencil icon I %
[ il B oedopooe Wizoslierecs
To delete an expense, f; > H oo Parking e
click the X'icon. i ArLL
F W enocoe Taxi
F K osewm Lodging Tac: (Comesic)
F ¥ e Parkine Fie
5 B oo Lodgire Tew (Damesie)
Fo W mmen Parking Fee
X R e A bt Pl Hrare

Quick Tip Furihis'l;lun:lmun_l.'j'hu an:
For =psafc rdometon, cick ona Deteils ink, Tou can@gn and siemg pour document irom the Document Stebes Coave
seclion
Trin Aumiber 1 l.Indul. ﬂu:ﬁ.mh:l:r.rls
Traved duhiorization Hurmber Continue | Enienng Dociemem
Tioueter Dataile F22-22-22 27, George Traind Clors [tir et Dot

| s wen)
Document Summary Window

5. To preview or print the document click on Preview Document from
the Document toolbar. This will bring up a copy of the document in
Adobe Acrobat. You may print or preview the document from this
application.

6. Click Document Status from the Document toolbar or the Document
Summary window.
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Status for Travel Trip 1

Quick Tip For this Document you can:
The Signature PIN is caze sensitivel
Stamp |and Submit Documert

Adjustments |Go To Adjustments

Signature PIH |

Remarks

Document Routing

Janelle Chapman APPRONVED 2

Document History

jateiTime Gt ;
D3AGM2 4:17PM EST CREATED John Traint
0440102 1:54PM EST SLBMITTED Jokin Traind
Document Status Window

a. Make sure SUBMITTED is selected in the Status to Apply field.
b. Indicate adjustment made in the remarks field.

c. Type your Signature PIN in the Signature PIN field and click Stamp.

Pite-Alidic Resdlts for TH Site Visit

g Quick T Far this Docmnsnt yan oan

ik B i g G ess oo bn e cibad comments for each aidl process disstily |Pr9wuﬁ‘m.l;e
B0 e Hame: T S0 Vi Coantinue: |mhgmnnwmnr
Type: Woucher Canoed | pye- sk Aesuls
T awedetsr: TrainT, S
S FAL

T - o ——
Fass

B. ACTUA WL TIPUER

B ncmia s aumHommn Poss
&P.F‘PLE:I ADWAKNCE POZS
[ speRcas L BY TRAVELER RoS3
B sumromizarion ener POSE
B o eckmer POSS
[ conFERENCE AL CweHCE PazE
Bk ePErEE coTEGOREE pazs
& orver preness PasE
B rerpoamares PAZE
B\ rrevm iooes PAZE
(B R T PRss

Pre-Audit Results Window

d. The Pre-Audit Results window is displayed.
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If any of the Audit processes have failed the Pre-Audit, go back and correct the
problem at this time. If you have any questions, please refer to the “Where to
Find Help” section in Chapter 1.

Click Continue. The document is routed and TM 8.0 Main window is displayed.
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Exercise 5: Amendments / Cancellations

To adjust a travel authorization that is stamped approved or data linked, an
amendment must be created.

Scenario - Amendment

You have already created an authorization for travel to New York City, NY. The
document has also been approved. You need to extend your travel for another 3
business days.

1. Click Create a New Document.

2. Click Amendment from the Document Type drop-down list and press [Tab].

3. Click the Document icon for the document on the right side of the browser
OR

Search for the travel document by typing the travelers last name in the Last
Name field and click Search. Then click the Document icon.

Traveler Listing (Amendment) Document Search (Amendment)

Quick Tip Document List Click on an entry to select it
Type ane or more letters of the traveler's last name and click
Search. Then, click the traveler's name to list all documents.

Traveler: John Train1

Type

Enter Search Criteria &l suthorization San Fran DATA, LIMK
izt Training in MY 040102 DT LRk
Last Hame I— @ Authorization v}
Document Type IALL = I

Click on an entry to select it

Search Results Prev 40 Hext 40

Trai'l John 222-22-2321

Traveler Listing and Document Search Window

Note in the Amendment Name field that a —1 was added to the end
of the document name.

4. Inthe Comments field, type Trip extended 3 business days to attend
additional meetings.

a. Inthe Signature PINfield, type your signature pin.
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Amendment
Quick Tip For this D }:&t-t_mmig;;_rglt:;ean:‘*'
The amendment name is system ogenerated. = i
Mewvy Amendment

Amendment Hame ITraining in M-1 Cancel I

Trip extended 2 business days

-
Comments i ?
to attend additional meetings. =

Signature PIH | xxxxxxx =

Amendment Window

b. Click Create.

5. Click Itinerary from the Document toolbar or click Itinerary Details in
the Document Summary window.

Itinerary Information for Training in M-

Quick Tip -
The Begin Travel and End Travel fields must be completed before a per diem location can be added. Remember to save Hinerary

wour itinerary before continuing.
Back | Continue |

Trip Information

Travel Authorization Humber TARNUN {‘L'ﬁ';dﬂ?:ﬁ [ozr2zr2002
i
Purpose ITHAlNlNG ATTEMDAMCE ;I Type |SIMGLE TRIP 'I

o o & TripH
escription :i TP aMEND DPEN

AMENDMENT

Departure and Return Information

Beg[ilrm]dr;ml]@ [04701/2002 Depart |[RES: Rockyile, MD [RES: Rackvile, MD =]
E-;merd?;El]@ [04707 /72002 Return [RES: Rackvile, MD [RES: Rackvile, MD =]

SINGLE TRIF

Trip Duration I Multiple days hs I

Comments Training at field office in -
HNew Tork City. ~| Preset I

Itinerary Informa tion Window

a. Update the Type field by selecting AMENDMENT from the drop-down list.
b. Inthe End Traveldate field, type a new end travel date.

c. In the Per Diem Locations area, click the Pencil icon to update
the departure date.

d. Inthe Departure Date field type new departure date and click Save.
e. Click Save to save the itinerary changes.

f. To preview or print the document click on Preview Document from the
Document toolbar. This will bring up a copy of the document in Adobe
Acrobat. You may print or preview the document from this application.
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6. Click Document Status from the Document toolbar or from the
Document Summary window.

a. Make sure SUBMITTED is selected in the Status to Apply field.

b. Type your Signature PIN in the Signature PIN field and click
Stamp.

c. The Pre-Audit window is displayed.

d. If any of the Audit processes have failed the Pre-Audit, go back
and correct the problem at this time. If you have any questions,
please refer to the “Where to Find Help” section in Chapter 1.

e. Click Continue. The document is routed and TM 8.0 Main window
is displayed.
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Scenario - Cancellation

You have already created an authorization for travel to New York City, NY. The
document has also been approved. Unfortunately the trip has been cancelled. An
amendment will have to be created to cancel the trip.

1. Click Create a New Document.

2. Click Amendment from the Document Type drop-down list and press [Tab].

3. Click the Document icon for the document on the right side of the browser
OR

Search for the travel document by typing the travelers last name in the Last
Name field and click Search. Then click the Document icon.

Type ane or more letters of the traveler's last name and click Traveler: John Traind
Search. Then, click the traveler's name to list all documents. ;

Type Documert Mame: DepDate [Status

Enter Search Criteria &l suthorization San Fran 050602 DATE LIMK

Traveler Listing (Amendment) Document Search (Amendment)
Quick Tip Document List Click on an entry to select it

@ Authorization Training in MY 040102 DATA LRk
Document Type I.&LL - I

Click on an ertry to selec
Prev 40 Hext 40
Eo__

Trainl, John 22222221

Traveler Listing and Document Search Window

Note in the Amendment Name field that a —1 was added to the end
of the document name.

4. Inthe Comments field, type Trip cancellation.

5. Inthe Signature PINfield, type your signature pin.

Amendment
% Quick Tip For ihis-I'Ihn,lmmnt_;ypu:.ean =
The amendment name is system generated. 1
ey Amendmernt
Amendment Hame ITraining inM-1 Cancel
Comments Trip extended. 3 .business t?lays ﬂ
to attend additional meetings. =
Signature PIH [ ]

Amendment Window
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6. Click Create.

7. Click Itinerary from the Document toolbar or click Itinerary Details in the
Document Summary window.

a. Update the Type field by selecting CANCELLATION from the drop-down list.

Itinerary Information for Training in M-

Quick Tip :
The Begin Travel and End Travel fields must be completed bhefore & per diem location can be added. Remember to save
wour itinerary before continuing. L
Back ! Continue |
Trip Information
Travel Authorization Humber TARUM1 Tﬂ]ﬂ?:ﬁ [mz7za/2002
Purpose | TR&INING ATTENDANCE ;l Type |SINGLE TRIP = I
Descripti = Trip H
escription j rip Ho AMEND OPEN
E: AMENDMENT
CANCEL OFEN

Departure and Return Information CANCELLATION
IMWVIT AMEMD

Begin Travel @ [0a/01/2002 Depart [RES: Rockville, MD AR [FES: Fockvile, MD =]
End Travel @ [Ga/07/2002 Return [RES: Rockvile, MD IATATIENAL | [RES: Rackville, MD =]
Trip Duration I Multiple days vl et vl
Comments

Training at field office in -
HNew Tork City. ~| Preset I

[tinerary Information Window
b. Click Save to save the itinerary changes.

c. To preview or print the document click on Preview Document from the
Document toolbar. This will bring up a copy of the document in Adobe Acrobat.
You may print or preview the document from this application.

8. Click Document Status from the Document toolbar of from the Document
Summary window.

a. Make sure SUBMITTED is selected in the Status to Apply field.

b. Type your Signature PIN in the Signature PIN field and click Stamp.

c. The pre-audit window is displayed.

d. If any of the Audit processes have failed the Pre-Audit, go back and correct the
problem at this time. If you have any questions, please refer to the “Where to

Find Help” section in Chapter 1.

e. Click Continue. The document is routed and TM 8.0 Main window is displayed.
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Authorizing And Approving Documents

This chapter provides instructions on:
Understanding the typical routing process for travel documents
Reviewing and approving travel documents

Returning travel documents to the traveler for adjustments

ROUTING PROCESS

The following is a summary of steps for the electronic routing process for authorizations,
vouchers, and local vouchers.

Travel Authorization Process

STEPS TRAVEL MANAGER STATUS CODE
Travel Authorization (TA) is prepared in TM Created
Document creator electronically submits TA. This begins Submitted

the document routing process.

TA is reviewed, authorized and /or approved by individuals | Reviewed

designated on TM routing lists. This will vary based on Authorized

individual program office policy and type of travel. An Disapproved/Approved
approved status code is required.

Once the TA is approved it is selected to interface with the
accounting system on a daily basis.

The TA updates the accounting system. The TA must be in a | Datalink
Datalink status before the voucher can be processed for
payment.

If the TA requires correction, the TA must be corrected and | Audit Fail
resubmitted through the approval process.
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Travel Voucher Process

Steps Travel Manager Status Code
Traveler or Support Person creates travel voucher in TM. Created

Traveler electronically signs document. Submitted

Voucher is selected for interface with accounting system.

The voucher is updated in the accounting system. Data Link

If the voucher requires correction, the voucher must be Audit Fail

corrected and resubmitted.

Local Voucher Process

Steps Travel Manager Status Code
Traveler or Support Person creates travel voucher in TM. Created

Traveler electronically signs document. Submitted

The local voucher is reviewed, authorized and / or Reviewed

approved by individuals designated on TM routing lists. An | Authorized

approved status code is required. Approved

Voucher is selected for interface with accounting system on

a daily basis.

The voucher updates the accounting system. Data Link

If the voucher requires correction, the voucher must be Audit Fail

corrected and resubmitted.
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REVIEW AND APPROVAL OF DOCUMENTS

The travel document was signed, stamped SUBMITTED and routed to the next
person in the approval chain.

1. The approving official logs onto TM 8.0.
2. From the Document toolbar click Review Documents.
a) All document awaiting your review and approval will be listed in the
Review window.

b) Click the Document icon in the Type column beside the document you
want to review.

Review Document

Quick Tip
% These are documents awaiting your action. Select your search criteria then select the document wou want to review.

Enter Search Criteria
Document Type |AII I

Type

Athorization & Yisit 081902 Traint, John
@ Local Youcher Statushitgd-2 04401 02 Traind, John 5
(31 Local voucher Training327 0328102 Traint, John
Ej Youcher TH Site: Yisit 081902 Traint, John
‘oucher San Fran 0S5M06.02 Traint, John
&cher Trip to Havnesii 0441302 Train?, Janet

N

Click the Documenticon
to review the document.

Review Document Window

Open Document Signature window is displayed.

Enter your signature PIN and click Sign.

Review the entire document to ensure completeness and accuracy.

Click on Document Status from the Document Summary screen or the Document
toolbar.

The Status to Apply field is populated with the appropriate status code.

In the Signature PIN field type your signature PIN and click Stamp.

If any of the audit processes have failed the Pre-Audit, click Cancel, and follow the
instructions to disapprove and return the document, otherwise click Continue.

ook w

© o~
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DISAPPROVING AND RETURNING DOCUMENTS

The travel document was signed, stamped SUBMITTED and routed to the next

person in the approval chain.

1. The approving official logs onto TM 8.0.

2. From the Document toolbar click Review Documents.

c) All document awaiting your review and approval will be listed in the

Review window.

d) Click the Document icon in the Type column beside the document you

want to review.

Review Document

Document Type |AII = I

Quick Tip
% These are documents awaiting your action. Select your search critetia then select the document wou want to review.

Enter Search Criteria

oucher San Fran
Licher Trip to Hawwaii

Type Documert hlsime:
B autharization TX Site Visit
@ Local Woucher Statushitgd-2
@ Local Youcher Training 327
Ej Youcher T Site Yisit

031902
0401 102
03/28m2
0341902
0306102
04413102

Traint, John
Traint, John
Traint, John
Traind, John
Traint, John
Trainy, Janet

N\

Click the Documenticon
to review the document.

Review Document Window

Enter the reason for disapproval in the remarks section.

3. Open Document Signature window is displayed.
4. Enter your signature PIN and click Sign.
5.
6.
toolbar.
7. Select a status of Disapproved.
8.
9

Review the entire document to ensure completeness and accuracy.
Click on Document Status from the Document Summary screen or the Document

In the Signature PIN field type your signature PIN and click Stamp and Continue.



General Information

Retention of Official File and Receipts

The program office and/or traveler retain a hard copy of the original travel documents as well as the
receipts. In accordance with current records retention regulations, the time frame is six years and
three months.

Post Payment Audit

The traveler is notified by e-mail when trips have been selected for audit. Travel vouchers are
selected for audit in accordance with GAO Title 7 requirements. The following original documents
must be submitted when requested.

= Travel authorization including the document history page

= Travel voucher including the document history page

= Receipts for lodging.

= Receipts for any other expense over $75.00

The traveler or program office may wish to retain a copy of the original documents.

Conversion of Foreign Currency

All amounts claimed on the travel voucher must be shown in United States (US) dollars. TM 8.0
has a foreign calculator that can be used to convert the amount spent in a foreign country to US
dollars. To use this feature:

1) Click on the Expense section.

2) Enter a date.

3) Select the Expense Type from the Expense Type drop down menu.

4) Tab

5) Click on the button for the foreign calculator.

6) Enter in the foreign currency block the amount spent in foreign currency.

7) Enter the exchange rate from the foreign currency to US dollars in the Exchange rate

block. You may find this rate of exchange at www.oanda.com/converter/classic.

8) Tab

9) The amount that appears in the expense cost is your expense converted to US dollars.

10)Return to the Expense section and enter the expense cost in the cost block.
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CHECKLISTS

TDY TRAVEL VOUCHER CHECKLIST

1. Before you submit your voucher make sure the travel authorization is placed in a
“DATALINK” status to ensure that funds have been obligated.

2. Make sure the itinerary dates on your voucher are the same as the dates on your
travel authorization.

3. Make sure the accounting code information is on your travel voucher.
4. Specify/Itemize any “miscellaneous” expenses.

5. If there are personal calls claimed on the voucher, the regulation states that “Authorized
calls Home” is limited to $4.00 per call. The maximum amount for each trip or for each
five 7-day period of a single trip, is limited to $12.00 for domestic travel.

6. If arental car is claimed on the voucher, make sure to add the estimated cost as well as a
justification why rental car is needed to the travel authorization. Try estimating $40-45 for
each day of travel.

7. If the lodging is above the per diem rate, make sure your travel authorization properly
justifies the actual lodging in accordance with DOE travel policy 1500.2A. Be sure to
update the lodging amounts to reflect the actual lodging cost. The regulation states that
only Heads of Department Elements or one level below may authorize or approve actual
expense reimbursement.

8. M&IE covers expenses such as meals, fees and tips for personal luggage, porters, maids,
etc., so do not show these under expenses. The regulation states that the M&IE portion is
intended to substantially cover the costs of meals and incidental expenses such as fees
and tips for personal luggage, porters, maids, etc.

9. Common Carrier costs and Registration fees must be reflected on the travel authorization.
Make sure to add the cost on the travel authorization.

10.The cost of expenses must be reflected on the travel authorization. There may be
included expenses such as parking, business calls, taxi and lodging taxes. Make sure to
add the costs on the travel authorization!!!

11.To claim laundry, dry-cleaning, and pressing expenses on the voucher, you must incur a
minimum of four consecutive nights lodging on official travel to qualify for
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reimbursement. You will be reimbursed up to $5.00 for each night of official travel where
lodging is claimed, up to a total of 30 calendar days for any TDY assignment.

12.1f you are trying to claim expenses you forgot to claim in a voucher or have not been

reimbursed for, please DELETE or ZERO OUT all expenses you have previously been
reimbursed.

A-3



APPENDIXA  General Information

FOREIGN VOUCHER CHECKLIST

1. Before you submit your voucher, make sure that the travel authorization is placed in
“DATALINK” status to ensure funds have been obligated .

2. Make sure the itinerary dates on your voucher are the same as the dates on your
travel authorization.

3. Make sure the accounting code information is on your travel voucher.
4. Specify/Itemize any “miscellaneous” expenses.

5. If there are personal calls claimed on the voucher, the regulation states that “Authorized
Calls Home” is limited to $8.00 per call. The maximum amount for each trip or for each
consecutive 7-day period of a single trip, is limited to $16.00 for domestic travel.

6. If arental car is claimed on the voucher, make sure to add the estimated cost as well as a
justification why rental car is needed to the travel authorization. Try estimating $50-55 for
each day of travel.

7. If the lodging is above the per diem rate, make sure your travel authorization properly
justifies the actual lodging in accordance with DOE travel policy 1500.2A. Be sure to
update the lodging amounts to reflect the actual lodging cost. The regulation states that
only Heads of Department Elements or one level below may authorize or approve actual
expense reimbursement.

8. M&IE covers expenses such as meals, fees and tips for personal luggage, porters, maids,
etc., so do not show these under expenses. The regulation states that the M&IE portion is
intended to substantially cover the costs of meals and incidental expenses such as fees
and tips for personal luggage, porters, maids, etc.

9. Common Carrier costs and Registration fees must be reflected on the travel authorization.
Make sure to add the cost on the travel authorization.

10.Laundry/Dry Cleaning for Foreign Travel: The regulation states that laundry and dry
cleaning expenses remain part of the incidental portion of the per diem rate for travel to
foreign and non-foreign (outside CONUS) areas, and may not be claimed as a separate
expenses. The M&IE portion is intended to substantially cover the cost of meals and
incidental travel expenses such as laundry and dry cleaning.

11.Indicate the foreign conversion rate in the comments section.

12.The cost of expenses must be reflected on the travel authorization. There may be
included expenses such as parking, business calls, taxi and lodging taxes. Make sure to
add the costs on the travel authorization!!!
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13.1f you are trying to claim expenses you forgot to claim in a voucher or have not been
reimbursed for, please DELETE or ZERO OUT all expenses you have been reimbursed
already.
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LOCAL VOUCHER CHECKLIST

1. Make sure the accounting code information is on your local voucher.
2. Provide a reason/purpose for the travel.

3. Give a justification for any business calls made and state location within the local travel
area.

4. Provide justification for the use of a privately owned vehicle in lieu of the DOE shuttle
service for travel between the Forrestal building and the Germantown offices.

5. Provide justification for use of mileage claimed between the Forrestal building and the
Germantown offices in excess of 30 miles one-way.

6. Provide computation of the deduction for the traveler’s normal commuting costs when
involving travel from their residence on a regular workday.

7. Provide justification for the use of a taxi within the local travel area in lieu of public
transportation and a statement that the use of taxi is advantageous to the government.
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LOGGING INTO TM 8.0 AS A NEW USER
1) Double click the TM 8.0 icon located on your desktop.
OR

2) Open your Internet browser and enter www.travel.doe.gov. Click on the
appropriate link to your organization. The login screen is displayed.

Ico

\Travel Manager@al)
NS .’q N Efﬁm : qu

LCancel

TM 8.0 Login Window

3) In the User Name field, type your user ID and press [Tab].
4) In the Password field type the password in lower case “newtravl”

5) In the drop-down menu select Doc Prep.
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6) Place your pointer on the Login Button and press the left mouse button.
OR
Press [Tab] and [Enter].

7) An information box will display: “New User-Please enter a password now”.
x|

& Mew User - Please enter a password now,

8) Click OK.

9) Set Password window is displayed.

Set Password
Quick Tip For this page you can:
Pazswords are caze sensitivel
Pazzvword Change

Current Pagsword
e I Close | without Saving
Hew Password @ I

Verify Password i@ I

Set Password Window

10)In the Current Password field type newtravl and press [TAB].
11)In the New Password field, type a unique password and press [Tab].

Note: Passwords are case sensitive and must be a minimum of eight characters with at
least one number.

12) Inthe Verify Password field, type the password again and click Save.

13) Set Signature PIN window is displayed.
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Set Signature PIN

% Quick Tip For this page you can:
The Signiature PIN is case sensitivel -
m Signature PIN Change
Current Signature PIN || Cloze | without Saving
Hew Signature PIH I
Verify Signature PIN |
Set Signature Window

14) In the New Signature PIN field, enter a unique signature pin and press [Tab].

Note: Signature PINS are case sensitive and must be a minimum of eight
characters with at least one number.

15) In the Verify New Signature field, type the signature pin again and click Save.

16) Signature Certification window is displayed.

Signature Certification
% Quick Tip For this page you can:
Signature Cedification. Enter signature verifier's PIN and 1D EI T
Signature PIN | Close | wwithout Saving
0 [

Set Signature Certification

17)At this time a TM administrator is required to verify the user’s identity. Once the user’s identity
has been verified, the TM administrator will enter their Signature PIN and EID number (Social
Security Number).

18) Click Save. TM 8.0 Document Preparation window is displayed.
If you forget your password and/or signature PIN, please see the “Where to Find Help” section in

Chapter 1 of this document. Remember, once your signature PIN has been reset the TM
administrator must be present to certify and sign off on your new signature PIN.

B-3



Appendix

Selected TM Procedures

CLAIMING ACTUAL EXPENSES

Actual expenses must be authorized, and properly justified (See Appendix D), on a Travel
Authorization before claiming them on the voucher.

AUTHORIZING ACTUAL EXPENSES

1. Click Lodging/M&IE from the Document toolbar.

Click the Pencil icon on the first date listed.

In the Lodging field box type the actual lodging rate.

c. Inthe Apply Through Date field box type the last date in

which the actual rate would be in effect.

d. In the Actuals section click Lodging.
When Lodging is selected it displays the maximum
actual lodging expense allowed.

e. Click Save.

o

Update Lodging and M&IE Expenses for San Fran (05/06/02)

Quick Tip
For thiz lodging day, you can edit specific actuals, leave data, meals provided status, lodging amount, and if desired
apply these changes forward using the spply through tool, Hext | Expenze
Lodging Save I Expenze Changes
Per Diem Rate: 159 | 46 | _Overide || odging and MEIE

Lodging: |1 7h.00 Options I

. Close | without Saving Changes:

Conference Allowance

[ conference Allowance Conf Info
Conference Rate:

Make sure this box is P~ Lodging
checked when claiming Limit: 569.00
Actual Lodging expenses. " Meals .
i Using The Apply Through Date
Dinner: 0.00 field will automatically apply your
Incidentals: 0.00 changes to the date entered in
Update Lodging and M&IE Expenses Window this field.
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2. The Lodging/M&IE field is displayed again noting that changes
were made to the lodging rate.

Lodging/M&IE for San Fran

Quick Tip For this Document you can:
An asterisk (*) inthe Special column indicates that a condition has been selected in the Advanced LodgingMEIE = -
Ny, Reset All |Lodging and M&IE expenses

Back I Continue I
Lodging/M&IE Data

Replicat= j : ate ' 1B L [o Jcont
F ossnz @ 175.00 175.00 3450 159146 :

& o502 = B 175.00 175.00 45.00 159748 s

 osmanz ® B 175.00 175.00 45.00 159746 :

& osmanz & B 175.00 175.00 45,00 159745 s

& aanomna & & 0.00 0.00 34.50 159 /45 /

Lodging/M&IE (Updated) Window

The Special field denotes that Actual
Lodging rates have been entered on
this travel authorization.

3. Click Continue.
4. The Other Authorizations window is displayed.
5. Click on Actual Expense on the Other Authorizations window.

(This can be found on the bottom of the Other Authorizations
window.)

Other Authorizations on Current Authorization

i?& ACTUAL EXPENSE

Other Authorizations Window

a. Other Authorization Remarks window is displayed. Type in
the remarks field the justification for actual expenses.

Other Authorization Remarks

For this Document you can:

Quick Tip
Add or update remarks for the Cther Authorizstion,

Remarks
ACTUAL EXPENSE Cancel IChanges

Remarks [p v o1 did net have any available rooms under the —
government rate.
=

Other Authorization Remarks Window

b. Click Save.
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INDICATING MEALS PROVIDED

A deduction must be made from the per diem for meals provided to the traveler. To
indicate that a meal was provided and reduce the per diem entitlement, perform the
following steps on the travel authorization:

1.

2.

Click Lodging/M&IE from the Document toolbar.

Click the Pencil icon on the date the meal was provided.

In the Meals Provided field, click on the meal or meals that were provided.
Click Save.

Repeat the process for any other days where meals were provided.

From the Lodging M&IE window, click Continue to advance to the Other
Authorizations window.

Click on Meals Provided on the Other Authorizations window (This can be
found on the bottom of the window).

Annotate in the remarks field that a meal(s) (specify breakfast, lunch, and/or
dinner) will be provided.

When completing the travel voucher, complete steps 1 through 5 if modifications are
necessary and/or if information on meals provided were unknown at the time the
travel authorization was prepared.
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PRE-AUDITING A DOCUMENT
To pre-audit a document:
1. From the Document toolbar, click Perform Pre-Audits.

2. The document is pre-audited and the Pre-Audit Results
window is displayed.

Pre-Audit Results for TX Site Visit (View Only)

Quick Tip D [ ent yo
Click the Magnifying Glass icon to views detail commert= for each audit process. Cloze |Pre-.ﬂ.ud'rt Results

Document Hame: T Site vist
Type: Authorization

Traveler: Traint, John

Status:
Pre-Audit Results
[ Status |Commerts
@ ACCT CODES EXIST
@- APPROYVAL BY TRAVELER

E\ LALIRNDRYDRY CLEAMMNG
E& CTHER EXPEMSES

[\ PERDIEM RATES PASS
Pre-Audit Results Window

3. Follow the guidance provided in the comments field to resolve any failed
audits. If you have any questions please refer to the “Where to Find Help”

section in Chapter 1.
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RESETTING PASSWORDS AND SIGNATURES

= Your password and signature PIN must be at least eight
characters long (maximum sixteen) and must contain at least
one numeric character.

= Your password and signature PIN are upper/lower case
sensitive.

Resetting TM Passwords

You can reset your TM password anytime after you initially log in to TM 8.0.
Passwords are maintained separately from the electronic signature PIN.
Resetting your password does not affect your signature PIN.

To reset your Password, do the following:

1. Inthe Document Preparation module, click Setup from the
Menu toolbar. The Administrative Setup module is displayed.

2. Click Admin from the Menu toolbar.

3. Click Set Password from the Menu toolbar.

Set Password

Quick Tip For this page you can:
Fazswords are caze sensitivel '
Pazzvword Change

Current Password @ || Close | it e
Hew Password @ I

Verify Password i@ |

Set Password Window

4. Inthe Current Password field, type your current password.

5. In the New Password field, type your new password.
6. Verify your new password by typing it in the Verify Password field.

7. To exit the Set Password window, click Save.
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Resetting Signature PIN

You can reset your signature PIN anytime after you initially log in to
TM 8.0. A TM Administrator must be present to certify your new
signature PIN.

To reset your Signature PIN, do the following:

1. Inthe Document Preparation module, click Setup from the
Menu toolbar. The Administrative Setup module is displayed.

2. Click Admin from the Menu toolbar.

3. Click Set Signature.

Set Signature PIN
Quick Tip For this page you can:
The Signature PIM is caze sensitivel
Signature PIM Change

Current Signature PIN I Cloze | weithoLt Saving

Hew Signature PIH I

Verify Signature PIN |

Set Signature PIN Window

4. Inthe Current Signature PIN field, type your current signature
PIN.

5. In the New Signature PIN field, type your new signature PIN.

6. Verify your new signature PIN by typing it in the Verify New
Signature PIN field.

7. Click Save.
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Signature Certification

% Quick Tip For this page you can:
Signature Cedification. Enter signature werifier's PIN and 1D,
Save | Signature PIN
Signature PIN | Cloze | without Saving

o [

Signature Certification Window

8. Have an approving official enter their Signature PIN and EID
number (Social Security Number).

9. Click Save.
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DELEGATE AUTHORITY

When a person with authority to authorize or approve travel documents
is not available to sign, authority can be delegated. When signature
authority is delegated, the document is routed to both the approving
official and delegate. When either official signs the document, it is
removed from both of their review lists. The delegation of authority is
effective only for documents submitted after the delegation has taken
place.

To delegate authority perform the following steps.

1. Inthe Document Preparation module, click Setup from the
Menu toolbar. The Administrative Setup module is displayed.

2. Click Admin from the Menu toolbar.
3. Click Delegate Authority from the Document toolbar.

4. The Delegate Authority window is displayed.

Delegate Authority

To delegate signing authority, click on the person's name.

% Quick Tip For this page you can:

Cloze | Delegate Sutharity

Search Criteria CRNAME List All |P.;.ssih|e Delegatess

Lizt Current | B hority
Delegate Authority

lame
Ben Franklin

CR Suppott

Fred Traveler
George Traing
Gearge Washingtan

Janelle Chapman
Janet Train?

Jill Train2
John Traind

Current Authority

Kim Wandersee
Kizha Traing

Sue Traing
Thomas Jefferson
Tim Traing

Delegate Authority Window
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a. Toview all possible delegates, click List All.
b. To delegate signing authority, click the person’s name.

5. The Signature window is displayed.

a. To complete delegation of authority type your signature
PIN and click Save.

6. Authority Delegated window is disp layed listing the person’s
name that was selected.

Authority Delegated to: Fred Traveler

To delegate signing autharity, click on the perzon's name.

% Quick Tip For this page you can:

Cloze | Celegate Autharity

Search Criteria Entter Mame Jag Ty | |P.:.33ib|e Delegatess

Lizt Current | Sythority
Delegate Authority

Matme Current Authority

Authority Delegated to Window

7. Click Close to return to the Administrative Setup module.

8. Click Close to return to the Document Preparation module.
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EDIT LOCKS

A document becomes edit-locked when a user has a document open and
the computer or system shuts down. Edit-Locked documents are in View-
Only mode and cannot be modified until the editlock status is removed.

Document Search (Open Document)

Document List Click an an entry to select i

Traveler: John Traind

Tipe.  [DepDate
B suthorizstion TH Site Visit2 101902  CREATED
@ Athorization TH Site Yisit 051902 SUBMITTED

e An * in the In Use
Ei A thaorization San Fran 030602 APPROWED column indicates the
@ Authorization Training in M-1 040102 ADJUSTED document is locked
B authorization Training in N 040102 APPROVED and will be displayed

in View-only mode.

@ Athorization Travel Trip 1 030102 APPRONED K
Ei A thaorization Trawel Trip 1-2 0301moz2  CREATED %
B Local voucher Arlington3-17 Tes, Pl

Document Search (Open Document) Window

Users can only remove edit-locks that:

= they placed on the document

= are the user’s travel documents
If a user is working with someone else’s travel documents and the
system shuts down, an edit-lock is created and can only be removed

using the utility Remove edit-locks.

The following instructions will guide you though removing an edit-lock
status from a travel document.

1. Click on the Setup menu. The Administrative Setup Module is displayed.
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o powere d iml ,“p

v A
s/ Gel ity X
Travel Manager 8.0 82—

Information Ne

Rates Forms Close Help © Administrative Setup

User: Admin Module

John Traint

[z ADMIN SETUP
[> Set Pazsword
[» Set Signature
[ Delegste Authority

[» User Preferences < | Remove Ecit Locks link
[> Remove Edit Locks

[» System Preferences

Administrative Setup Window

2. From the Setup menu, click Admin. Click Remove Edit Locks from
the Admin sub-menu.

Edit Locks
Quick Tip For this page you can:
Click the document name to remove an edit lock.
Cloze |Ed'rt Locks
Edit Locks
ocumert fame : Time
Authorization Trawel Trip 1-2 040472002 1:59 P

Edit Locks Window

3. The Edit Locks window is displayed. All documents in Edit-Lock status
are listed. The TYPE of document, the Document Name, the Lock
Date and Lock Time are displayed.

4. Click the Document Name to remove the Edit Lock mode.

5. The Remove Edit Locks window displays “Document lock has been
removed”.

6. Click Close to exit the Remove Edit Locks window.
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Remove Edit Locks
g Quick Tip For this page you can:

Click Close to return to the list of edit-locked documents. = =
 Close IHErrrweEd'rt'Lnf:ksj

Remove Edit Locks
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RESIZING WINDOWS

Several windows within TM 8.0 can be resized to display more
information. To resize a window, click the mouse on the border of the
frame in the window you want to resize. Click and drag the cursor to
reposition the frame.
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PRINTING

INFORMATION

TM 8.0 uses Adobe Acrobat® Reader 5.0 to facilitate printing.

Print Setup

To select the proper form and attachments for printing follow the step-by-
step instructions listed below. The proper form set up may be established

1. Click Setup on the Menu toolbar.

powe rHJ’JuI,“p. y '|-""'.-?!I GE'GI]
Gialen = ¢ Traval Ménager*s.0

.I'nﬁ:lm"ah‘r:lr] Hel!wur*

Setup Reports  Logout  Help
Menu Toolbar

2. On the Administration Setup toolbar, click Forms.

3.

v A
POWETE IJ.JI]I_ ] 2 b GEICB

6ea =,
Infnrgran'an Nm;m Tra\ré‘l Man.ﬂm r*8.0

Tables Reports Admin Rates Forms Close Help
Administration Setup Toolbar

In the Forms area, select the Govt + Form radio button for
Voucher, Local Voucher, and Authorization; None for Cash
Advance; Summary for Group Authorization; and Receipt
Checklist.

In the Attachments area, select Document History,
Accounting Code Detail and Privacy Act.
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APPENDIX C Selected TM 8.0 Procedures

Form Setup

% Quick Tip ~_For this Docume U Can:
Select a form setup for each document type. Save |Forms Setup Updstes
Voucher (" Defaut % Govt + Form " Govt
Local Youcher " Defaut © Gowt + Form " Govt
Authorization {7 Defaut ™ Gowt + Form " Govt
Cash Advance (" Defaut  © Gowt + Form  Govt % None

Group Authorization & Symmary  Summary & Individusl
¥ Receipt Checklist
| ftinerary Listing

Attachments Document Print Names

¥ Document History ™ Block 3 of SF1012
¥ accounting Code Detail ™ Block 2 of SF1164
¥ Privacy Act ™ Block 22 of COME10

™ Block 1 of GSas7

Form Setup Window

5. Click Save to exit the Form Setup window.

6. Click Close to exit the Administrative Setup module.
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Previewing and Printing Documents

1. Click Open Existing Document from the Document toolbar.

2. Click the Document icon for the document in which you what to
preview/print in the Document Search browser.

OR

Type the last name of the traveler in the Last Name field and
click Search.

3. Click the Document

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

Quick Tip [ Click on an ertry to select it
Type one or more letters of the travelet's [ast name and click
Search. Then, click the traveler's name to list all documents,

|[Document Mame

Enter Search Criteria B autrorization TH Site Visit 0sMain2  SUBMITTED
Bl authorization Training in M 040102 CREATED

@ Authorization Travel Trip 1 03001402 CREATED
Document Type [AL0 -1 B Local Youcher Traint lvch0313 034902  CREATED
Traveler List Click on an ertry -t i B voucher voucherd P, P,
Search Results Prev 40 Hext 40 @ “oucher Training in AY 0401402 CREATED
Traind, John 222223

Traveler Listing and Document Search Window

4. To open the document in view-only mode, click Get.

Open Document Signature

itk Tip Fﬂﬁhnﬂml‘ﬁﬂt!ﬂltﬁﬂ
The Sgnaburs Pk is cass sensine! Tign | Lo Fev e Documerd
Sigrature for Adjustment Gt | oo ienent s Mierw-Onky

Cancel | Orerirg Documsn

Open Document Signature Window

5. From the Document toolbar, click Preview Document.

TM 8.0 launches Adobe Acrobat® 5.0. This opens another
window that displays the print preview.
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BB B -a-B& [ R G

-8 DEEE = m

1. AUTHORIZATION MO
OFFIGIAL TOY TRAVELER AUTHORIZATION

[heare: See Priviey Acl ShEdemanl b revirs &) T2 HHM
T TTLAUELET (e niarmm, MO TG, W ) T TLE = 1 =i =1 3
John Trainl 123-22-2221
T rlf\.‘ln‘- ;.\,Ir'.:\.) TH FE GRS ETE Wl CHEGE, A CIFICEEERVILE AFO O ERH Ir. [
) Training
123 Segame Strest <12 L] T OTTICE PR T
GErmantown
Rl:lc}‘:':j.lle. M:D 2{_!,35,::. HOTTHE T CRIE T
Eleaiere.  [Jemeouen o [[Tuoa [ Cleoer T lneecer
TT. TTOWEL TR CEE (hath oney

EFEECH DT = ChiFF ERERCE EFECIAL
Enseririmon [ srigeie | Jemeven [JEsE:

(I,

To perIorm review ol budgef offlce proceduras.

13, AUTHORIZED OFFICIAL ITINERARY

a. Click the Print icon at the top of the window.

MOTE: DO WOT imcluds any personal sldsirips or ook o iran s po kati on thal 2 101 pers onal SoIvenis nos andior prefarsnis.
WEEK.- ITIERARY POINT PER DIEM RATE AcTUAL | WODE GF TRANS
DATE N | 1ol |EsPERSE BETWEEN WEE OF 05
: Dh_l" izl :!,E mm m-r?:uﬂ RATE | ITRHERARY POINTS Tnﬂ?é,]%mﬂﬁ?’_ﬂ
1 Ik cy ETATE iy = 3 i ihi {1l
FROI
RES: Rockvillal MD

08 15/ 2004M0N (™ DALLRS TX 4E s3] Litb ELER RENT
08/23/2003FRI CALTAS TX i 29 135
________ SN P s DS s LSy e S Lz e ST L AT PR e,

Adobe Acrobat® 5.0 Print Preview Window

b. Click X in the Adobe Acrobat® 5.0 window to exit.

c. Click Close Document from the Document toolbar.
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INVITATIONAL TRAVEL

Invitational travel is travel by a non-Federal employee who has been invited to travel on

departmental business.

Creating a Travel Authorization:

1. The TM Administrator must add a routing list for the traveler in the
Traveler Information table before the documents are electronically
signed.

2. In the Itinerary Information field, select Invitational from the Type
drop down listing.

3. In the Other Authorizations field, select the appropriate other
authorization for invitational travel from the Master List. The Other
Authorizations field populates after clicking Continue from the
Lodging/M&IE field.

4. The creator of the document may mark the authorization “Submitted”
in TM 8.0 and sign using their signature PIN. This wil route the
document to the approving official.

Creating a Travel Voucher from the Travel Authorization:

1. The traveler submits receipts and a signed hard-copy voucher to the
program office.

2. The program office prepares voucher in TM 8.0.

3. The creator of the voucher may mark the voucher “Submitted” in TM
8.0 and sign using their signature PIN.
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NON-REIMBURSABLE AIRLINE TICKET EXPENSE

All travel expenses are charged to individual traveler’s Government issued charge
cards. However, there may be an occasion when the airline ticket is charged to a
Corporate Account. In addition, tickets for invitational travel are charged to the
Corporate Account.

To avoid having the ticket amount reimbursed to the traveler, perform the following:
1. From the Ticketed Trans Document toolbar, click on the Pencil icon.

2. In the Cost Options box, remove the checkmark from REIMBURSABLE.

3. Click Save.
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Appendix

Advance Approvals Required
for Travel - Summary

ADVANCE APPROVALS REQUIRED FOR TRAVEL

Required Advance
Authorizations

Approval Required
By

On TA, Select
one of the
Following Under
Other
Authorizations
ICON

Includein Remarks

Payment of Actual Head of Departmental ~ Actual Expenses ~ Comment noting justification
Expenses Element in accordance with Federal
or Designee One Level Travel Regulations
Below 301-11.300
Use of a Rental Car Approving Official Rental Car Comment noting justification

for rental car

Purchase of tickets
with form of payment
other than government
Issued credit card

Director, Office of
Finance and
Accounting Palicy,
Office of Management
Budget and Evaluation
(OMBE)

Comment noting OMBE
approval

Use of a non-contract
carrier

Approving Official

Non-Contract Air
Fare

Comment noting justification
in accordance with Federal
Travel Regulations

301-10.107
Use of premium-class  Director, Office of Comment noting OMBE
service on common Finance and approval

carrier transportation

Accounting Palicy,

Office of Management,
Budget, and Evaluation

(OMBE)

Acceptance of
Payment from a non
Federal source for
travel expenses

Office of Genera
Counsel

Comment noting approval
and identifying non-Federal
source
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