TRAVEL M ANAGER PREPARER’'SGUIDE

AMEND A VOUCHER

This section addresses the steps to create an amendment for a voucher.
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AMEND A VOUCHER

If the voucher has been stamped DISBURSED by the Regional Finance Office (RFO) but
changes are necessary, an Amendment will need to be created for the voucher. All
information previously on the document should remain on the document. Only the
additional changes will be required with an explanation of the changes written into the
Comments area on the document. This section explains the process to create an

Amendment.

A. CREATE A NEW DOCUMENT

1. Click the Create a New Document link on the Document toolbar on the left
side of the page. The New Document page will be displayed.
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2. Sdect Amendment from the Document Type pull down list.

3. Click inthe Traveler Name field on the New Document page. The Traveler
Listing (Amendment) page will be displayed.
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4. Click inthe Last Name field under the Enter Search Criteria area and enter the

last name of the Traveler. Click the button beside the Last Name
field.

5. The Traveler Listing (Amendment) page will be displayed with the Traveler’ s
name listed in the Traveler List area on the left side of the page.
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6. All documents that are available to be amended for the Traveler will be
displayed in the Document List in the Document Search (Amendment) area on
theright.
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7. Click the Document icon =l of the voucher to amend. The Amendment page

will be displayed.

Amendment

Quick Tip

The amendment name is system generated.

$

For this Document you can:

Create I Hew Amendmeant

Armendment Name I1Dcf—DT-’15TX—1

Cancel I

Commerts L
1

Signature PIN |

8. Click inthe Signature PIN field and enter the appropriate PIN.
9. Click the _Er==t= | New Amendment button in the For this Document you can:

area in the top right. The Document Summary page will be displayed.
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B. DOCUMENT SUMMARY
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1. Review those areas on the document that require changes.

il

2. Click any of the links displayed next to the item to openthat page of the
document so that the change may be made

3. Click the _Centinue | Entering Document button in the For this Document you
can: areain the top right. The Itinerary page will be displayed.

C. ITINERARY

If changes are needed to be made on the Itinerary page follow the steps below.
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1. Review and make any necessary changes to the itinerary.
a. Click the Updateicon Ll in the Per Diem Location area to edit the location
Click the Delete icon to delete a per diem location

c. Click the| fald Locstion | buttonin the Per Diem Locations area at the bottom
of the page to add another per diem location to the document.

2. If the dates or the location has changed, click on the checkbox to placea ‘v’ in the
box next to Replace ALL lodging and M &I E information on this document in
the Per Diem Locations area at the bottom of the page. Travel Manager will
recalculate the Lodging and M&IE on the amendment to the voucher.

3. Click the Itinerary buttonin the For this Document you can: areain the
top right to save the changes to the database prior to making any other changes on
the document.

4. Click any links listed on the Document toolbar on the left side of the page to

display any page to make changes or click the buttonin the For this
Document you can: areain the top right to continue to the next page.

D. TICKETED TRANSPORTATION

To change the cost of aticket follow these instructions.
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1. Review and make any necessary changes to the Ticketed Transportation page.
a. Click the Updateicon L1 to edit any ticket information records for changes.
b. Click the Delete icon L#*| to remove any ticket information records.

c. Click the Ticket button in the For this Document you can: areain the
top right to add an additional ticket item  See Section Ill: Create an
Authorization for instructions on adding a ticket to the document.

2. Click the buttonin the For this Document you can: areain the top

right, to continue processing the amendment. The Expense Entry page will be
displayed or click the Document Status link to stamp the document if no
additional changes are required.

E. EXPENSES

This section describes the process to change an expense. See Section I11: Create an
Authorization for instructions to add an expense to the document.
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1. Review and add or make any necessary changes to an expense(s).
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a. Click the Update icon L1 next to the expense to be changed in the Current
Expenses area on the bottom half of the page. The page will be refreshed and
the expense to be changed will appear in the top area of the page.

b. The Date is defaulted to the beginning travel date. Click the Calendar icon
and select the correct date or enter the date in the Date field.

NOTE

To move to the next month use the >> to the right of the month at the top of the
calendar.

To move to the previous month use the << to the | eft of the month at the top of
the calendar.
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c. Scroll tothe Cost field using the scroll bar on the right side of the page and
enter the correct amount.

d. Click the Expense button in the For this Document you can: area at

the top right of the page. The page will be refreshed and the updated expense
will appear in the Current Expense area in the bottom half of the page.

NOTE

If the same expense occurs on multiple days, a date may be entered in the Copy
Through Date field above the Cost Options section on the right middle side of the

page. The expense will be added/modified for the entered date as well as every
day through the date entered.
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e. Click the Delete icon to delete any Current Expense record.

f. Addan expense: see the expenses section in the Create an Voucher from
Authorization section

0. Expenses also can be added by clicking the Use Quick Expenselink in the

For this Document you can: areain the top right to speed the entry process.
This function is covered in the Create a Voucher From Authorization section.
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2. If no further changes are necessary and to document is ready to be stamped, click

the Entering Expenses button in the For this Document you can: areain
the top right to return to the Document Summary page.

3. The button will take you to the Lodging/M& IE Details page or click

the Lodging/M & | E link on the Document toolbar on the left side of the page.
The Lodging/M& | E details page will be displayed.

F. LODGING/M&IE
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1. Review and make any necessary changes to the Lodging/M& IE data. |f the
Traveler has already been reimbursed for the lodging, leave the lodging costs at
zero. If there is a change to the amount of the lodging then make the necessary
corrections.

a Usethe Lodging and M&IE expenses button in the For this

Document you can: area in the top right to reset all actuals or overrides that
were entered back to the per diem, if actuals or overrides were used.

b. Usethe _Certinee | yyttonin the For this Document you can: areain the top
right to go to the Available Accounting Code page.

c. Usethe =] buttonin the For this Document you can: areain the top right
to return to the Expense Entry page.

d. Usethe Deleteicon in the Lodging M&IE Data area to delete a specific
Lodging/M&IE record. The lodging costs will be zeroed rather than reset.

E:

e. Usethe Replicate icon
below.

f. Usethe Update icon [ | to edit the Lodging/M&IE records. The Update
Lodging and M& | E Expenses page will be displayed. Corrections can be
made on this page.

to copy lodging costs from one line to the line
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2. Click the —&etinue_| hyjtton in the For this Document you can: areain the top
right. The Available Accounting Codes page will be displayed.
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G. ACCOUNTING

This section describes the process for selecting and entering the accounting code
labels. The Travel Manager Account Code table will be populated with valid
combinations of the Financial Classification Structure (FCS) elements, which are
uniquely identified by the Account Code Label and the Organization. (There are two
FCS elements that MUST be entered manually into Travel Manager. They are the
Internal Order NASA Function Code prefix “FC” and the Object Class used to derive
the General Ledger account.)

A crosswalk of the Account Code Label/Organization and alisting of the travel object
classes can be found on the HQ Travel Manager website, http://travel.hg.nasa.gov.
Click the Accounting Info link.

Selecting and Entering FCS Elementsin Travel Manager

1. Enter the Account Code Label on the Available Accounting Codes page.

Available Accounting Codes for 10-CFB06-16CA

8 oo For this Document you can:
Once two ar mare accounting codes are selected, the Allocation button is enabled. Chan t f .
ge | o & Different Croanization
Enter Search Criteria | Add | New Accounting Code
Accounting Code  |1a071 00045423 Search | Retrieve | | Back | Continue

Master Accounting Codes Click &ccounting Label to add to Document
Search Results Prev 10 Hext 10

'f;:i‘t_'g‘:‘::j-"l ization Label  |Classification Code

2. Click the _Retri=ve | phutton. The account code label will be displayed in the
Master Accounting Codes area.

NOTE

DO NOT click on the Add New Accounting Code. If the* Add” buttonis
used, the accounting information will not be pulled into the document and it
will not route for the account review.

3. Click on the Label under the Master Accounting Codes area and the account
code will be added to the bottom half of the page in the Accounting Codes
for Current Document area. Review the Classification Code to make sureit is
the correct code for the organization funding the trip. An organizational
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account code crosswalk is posted on the Travel Manager website,
http://travel.hg.nasa.gov. Click the Accounting Info link.

NOTE
Always select the account code with Organization 10.

Available Accounting Codes for 10-CFAO08-01DC

Quick Tip For this Docu rIlEﬂi:.ifﬂll can:
Once tywo or more accounting codes are selected, the Allocstion button is : e
e to & Different Organization
Enter Search Criteria Add | New Accounting Code
Accounting Code |09 (<0045423 Search | Retiieve | Back | Continue

Master Accounting Codes coourting Lakel to add to Document

b Clas f'l,l'::':atidj'l_'l lf::gllje_?
DO901 O¥X0045423 090-10-C1, SAT4220030

Click an tem to edit/delete it
D030 0 X0045423 090-10-C1 . SAT4220030. . ... .. Extended

7 et ¥ pelete
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4. Click the Update icon J next to the desired label in the lower portion of the
screen to edit the Accounting Code information. The Update Accounting Code

page will be displayed. (Note: click the Delete icon X to delete an account code
record from the travel document if you will no longer be allocating expenses to
the account.)

NOTE
The Organization field defaultsto “ 10" . DO NOT changeit for any reason.
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Update Accounting Code for 10-CFA08-01DC

Quick Tip
You must enter an account label before Updsting the Extended Acct Codes.

Label  [DOSOAN045423 I~ save accounting Save it R
. ;zi?ajpd?nzxzeugiesdta Cancel | Acct Code Updates
Organization 10 - master list
WBS  [090-10-C1 Internal Ord  [FC100200
Fund  [SAT4220030 Obj Class 2121

Hetidet | [
Funds Res | I
Res Line km | I

5. Enter FC100200 in the Internal Ord field. Thisisthe assigned Internal Order
number for Headquarters. Thisis areguired field.

6. Enter the Object Class Code. For example 2121 for General Administrative
Travel (Domestic). The Object Class code is used to derive the appropriate
General Ledger account for financial postings. Thisisarequired field. A listing
of travel object classesis available on the NASA HQ Travel Manager website,
http://travel.hg.nasa.gov. Click the Accounting Info link.

NOTE

The Object Class Code and the Internal Order arereguired on all travel
documents. The SAP accounting systemwill reject all documents without the
Internal Order and Object Class Code included.

The Object Class Codes can be found in the Financial Management Manual (FMM)
or on the NASA HQ Travel web page located at http://travel .hg.nasa.gov/.

7. Click the Acct Code Updates button in the For this Document you can:
areain the top right. The Available Accounting Codes page will be re- displayed.
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Available Accounting Codes for 10-CFAO08-01DC

For this Document you can:

Quick Tip
Once tywo or more accounting codes are selected, the Allocation button is ; S
enabled. Change |t|:| A Different Organization
Enter Search Criteria Add | New Accounting Code
Accounting Code I R | A | Back | T o

Master Accounting Codes
Search Results Prev 10 Hext 10

Organization B

Accounti

Qg 0
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7 et ¥ pelete

8. If asecond account code is added, an Allocate link is displayed to the right of the
Extended Code column. Click on Allocate to add expenses to different account

codes. The Accounting Allocation Summary page will be displayed.

Available Accounting Codes for 10-CFAQ8-01DC

Quick Tip For this Document you can:
SS:;;:TD or mare accounting codes are selected, the Allocation button iz o Bitfarent st
pd| Y e
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Accounting Allocation Summary for 10-CFAQ8-01DC

Quick Tip For this Document you can:
Expenzes can be allocated by expense type, percent, date, expense category, or Close | inotton s ereen
amourt.

Accounting Allocation Summary
: :

10 D090 DXX0045423 £55.00 ]
10 D901 0XX013H423 0.00 i)
Expense Category Allocation Breakdown for ‘DO9010XX004 S423°
Expense Category  |amourt
COM.CARIER 100,00

abel

Expense Cateqory Expensze
Expense Cateqory

LODGING 35600 -
MEIE 99.00 236.00
OTHER 000 89.00
RENTAL CAR 0.00
100.00

COM CARIE

LODGIMNG 000
MEIE 000
OTHER 0.oo
REMTAL CAR 000

1. When there is more than one accounting code on a document the default is
assigned to the first accounting code. Expenses may be allocated across multiple
accounting codes using the five methods that are available in the Accounting
Code Allocation Summary area of the Accounting Allocation Summary page.

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

To allocate funds using this method:

(1) Click on the zero in the Percent column. The Allocate by Percent page
will be displayed. Indicate in the percent field the allocation of funds
between the account codes.

(2) Click the Per cent Changes button in the For this Document you

can: areain the top right. The Accounting Allocation Summary page is
displayed again.

(3) Click the _Close | Ajjocation Screen button to return to the Available
Accounting Codes page.

(4) Click button to continue processing the document.
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b. Date alows allocation according to when the expense occurred (e.g., one
accounting code pays for the first two days of travel, and the other pays for the
remaining days).

To allocate funds using this method:

(1) Click on the asterisk (*) in the Date column. The Allocate by Date page
will be displayed.

(2) Type in the begin date in the Begin Date (mm/dd/yy) field.

(3) Click Date Changes button. The Accounting Allocation
Summary page is displayed again.

(4) Click the _Close | A1 ocation Screen button to return to the Available
Accounting Codes page.

(5) Click to continue processing the document.

c. Expense Category indicates which expense category is assigned to an
accounting code (e.g., one accounting code pays for lodging and the other
accounting code pays for al other expenses)

To allocate funds using this method:

(1) Click onthe Expense Category link displayed in the Allocate By column.
The Allocate by Expense Category page will be displayed.

(2) Select the appropriate accounting code label for the expense.

(3) Click the Allocation Changes button in the For this Document
you can: areain the upper right corner.

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

To allocate funds using this method:

(1) Click the Expense link in the Allocate By column. The Allocate by
Expense page will be displayed.

(2) Click the arrow on the drop down list in the Organization/Label column to
select the account code to be charge for the expense.
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(3) Click Expense Allocations in the For this Document you can:
areain the top right area.

(4) When all expenses have been allocated to the appropriate account code
click the Done Save & Exit Allocations button in the For this Document
you can: areain thetop right. The Accounting Allocation Summary page
will be re-displayed.

(5) Click _Close | A ocation Screento return to the Available Accounting
Codes page.

(6) Click to continue processing the document.

e. Amount indicates the amount of each expense item to allocate to an
accounting code.

To allocate funds using this method:

(2) Click onthe Amount link in the Allocate By Amount column listed under
the Break by Expense Category. The Allocate By Expense Category
Amount page will be displayed.

(2) Enter the dollar amount to be allocated for the expense category in the
amount column.

(3) Click Amount Changesin the For this Document you can: area
in the top right.

(4) Continue for each expense category listed.

(5) When finished click Done Save & Exit Allocations in the For this
Document you can: areain the top right. The Accounting Allocation
Summary page will be re-displayed.

(6) Click _Close | Ajjocation Screento return to the Available Accounti ng
Codes page.

(7) Click the button to continue processing the document.
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H. TOTALS

The Totals page summarizes total expenses claimed and the net due to the traveler.

et Total Details for 10cf-0715TX-1
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9. Review the details of the expense categories and the net due the Traveler.

10. Click any link listed on the Document toolbar on the left side of the page to

display the desired page for making additional changes or click the _Certinue |

buttonin the For this Document you can: areain the top right to display the
Comments page.
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. COMMENTS

Document Preparation
i Comments for 10cf-07 15TX-1 )
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1. Always enter notes about any additions or deletions of expenses and any increases
or decreases in the amount of any existing expenses in the Comments field. The
comments added by the Preparer or Traveler will assist the Approvers and
Auditors to clearly determine what changes have been made to the amendment.

2. Click at the end of any previous comments entered. Enter additional comments.

3. Click the Comments buttonin the For this Document you can: areain
the top right to save the additional comments. The Document Summary page will
be displayed.

4. |f additional changes are needed, click any link listed on the Document toolbar on
the left side of the page to display the desired page to make additional changes to
the amendment.

5. Click the Document Status link on the Document toolbar on the left side of the
page. The Status page will be displayed.
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J. DOCUMENT STATUS

The amendment can be stamped SIGNED on the page by the traveler. The status to
Apply is defaulted to SIGNED and should not be changed.
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1. To view the amended document as a printed form and view the difference
between the original voucher and the amended voucher:

a Click on the Preview Document link under the Document toolbar on the | eft
side of the page.

b. The browser will launch a new window over the existing window. The travel
voucher may be reviewed on the screen or printed.

c. Scroll down to block (13) COMMENTS and read the comments for
AMENDMENT.

EMENCMENT: Actual MNet to Traveler for thies documsnt: 15.00
Voucher due & dayves after completicn of your trip
Eddsd 15.00 for parking at lodging, omitted from original wvouchsr.

d. Usethe browser and/or reader Print button to print a paper copy of the travel
document if desired.

e. Closethe print preview window. The Status page will still be displayed.
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2. After adding the changes to the document, the preparer will click the Close
document link on the Document toolbar or click the Document Summary link
on the Document toolbar and click the Close Current Document on the For this
Document you can: area in the right corner.

3. The preparer must notify the traveler that the document is ready to be stamped
SIGNED. No electronic message will be sent to the traveler.

4. The traveler will follow the instructions in the Create a Voucher section to stamp
the amendment.

L. OPEN ExISTING DOCUMENTS (VIEW UPDATE)

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

Leer:
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" el S T
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2. Click inthe Last Name field under the Enter Search Criteria area and enter the

last name of the Traveler. Click the button. The Traveler Listing (Open
Document) page will be displayed with the Traveler's name on the left side of the
page.
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3. All documents that are available to be viewed for the selected Traveler will be
displayed in the Document List in the Document Search (Open Document) area
on theright.
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4. Click the Document icon =] of the desired document to view. The Open
Document Version page will be displayed.

Document Preparation

it O Document Version for 10cf-0715TX-1
Kt Transdal < e Far this Docamest yau can: -
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5. Click the Document icon (=] with the double asterisk ‘**’. The double asterisk
identifies the current version of the document. The Open Document Signature
page will be displayed.
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6. Click the Document as View Only button in the For this Document you
can: areain thetop right. No signatureis required.

7. The Document Summary for Adjustment to Voucher (View Only) page will be
displayed.
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8. Click the Document Status link under the Document toolbar on the left side of
the page to view the Authorization Status page for the routing list.
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9. Click the Close Document link on the Document toolbar on the left side of the
page to close the document.
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