TRAVEL M ANAGER PREPARER’'SGUIDE

CONSTRUCTED VOUCHER

When atraveler deviates from the authorized mode of transportation a constructed
voucher will need to be prepared to compare the deviation in cost. The traveler will
be reimbursed the lesser of the two voucher amounts. To determine the travelers
compensation, both itineraries are entered into Travel Manager as a Constructed
Travel Voucher. Travel Manager will select the voucher with the lesser of the two
amounts.

This section contains instructions for creating a constructed travel voucher.
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CONSTRUCTED VOUCHER

The Constructed voucher compares the costs of different travel modes to determine the
reimbursable amount to the traveler.

TRIP 1
One voucher is created with two different trips. The first trip will be copied to a second

trip, and modify the appropriate expenses. The less expensive of the two trips will be
reimbursed to the traveler.

A. CREATE A NEW DOCUMENT

1. Click the Create New Document link on the Document toolbar on the left side
of the page. The New Document page will be displayed.
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2. Sdect Voucher from Authorization in the Document Type pull down list.
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3. Click in the Document Name fidd.

4 The Traveler Listing (Voucher from Authorization) page will be displayed.
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5. Click in the Last Name field under the Enter Search Criteria area and enter the

last name of the traveler (or a portion of the name). Click the button,
beside the Last Name field.

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

I T T Y Document Freparation

Ul
Traveler Listing (Youcher from Authorizati
Sude L. EmHh
Traneses: (™ Ouick T
Typuarm o mon ebne of b ravelady lesd name ard click
Faaroi. Then, ok Tis oareelars nama 18 Ietali dossmant.
* Creade o Now
et eticeakonens |
[ Dpes Exiding Dosamend

[ Revieve Dosamard Last Hana i |Sem|1

[ Dslwis Dacuments

[ Coow Dosamend

CAaE, JOHK 12230001

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

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

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

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

c. The Travel Office has locked documents that have DISBURSED,
DATALINK in the Status column. An amendment will be required to add
additional expensesto atravel document. If the amount on the voucher
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exceeds the authorization amount by 125% or more an amendment will be
required for the authorization.

9. Click the Document icon next to the desired authorization from the list. The
New Voucher From Authorization page will be displayed.
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10. Click the &=t | this Document button in the For this Document you can: area
in the top right. The Itinerary Information page will be displayed with the data
that was entered on the authorization.
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1. Select CNST from the Type pull down list in the Trip Information area to indicate
this is a constructed voucher.
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2. Click the 52l [tinerary button in the For this Document you can: areain the
top right.

3. Click the Document Summary link on the Document toolbar on the left side of
the page. The Document Summary page will be displayed.
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1. Click on each link on the Document toolbar on the left side of the page to review
the information in the Document Summary page for first trip. All information
from the Authorization has been copied to this Voucher except for the Lodging
expenses, which have been zeroed out.

2. Click the Ticketed Trans link on the Document toolbar on the left side of the
page. The Ticketed Transportation page will be displayed.

D. TICKETED TRANSPORATION

Ticketed Transportation for Youcher 10-IAA12-240H

For this Document you can:

Quick Tip
% To enter ticket information, click Add. Freviously entered ticket information can be edited (Fencil icon) or deleted (X icon). ﬁaddl Tickat
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1. Review theticket information. Thisinformation should remain for trip 1.

2. Click the Expenses link on the Document toolbar on the |eft side of the page.
The Expense Entry page will be displayed.

E. EXPENSES

Document Preparation
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1. Review the expenses in the Current Expenses area.

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

b. Click the Deleteicon to delete any Current Expenses records.

2. Click the Lodging/M &I E link in the For this Document you can: areain the top
right. The Lodging/M&IE page will be displayed.
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F. LODGING/M& | E

A D ocument Preparation
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1. Lodging costs are zero on the voucher unless actuals or overrides were entered on
the authorization. The Lodging expenses must be entered.

2. Click the Update icon L1 next to the first Lodging record. The Update Lodging
and M& | E Expenses page will be displayed.
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3. Click in the Lodging field and type the amount.
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4. Click the Calendar icon in Apply through Date area to the right of the
Lodging field and select the last day of travel.

5. Click the Expense Changes button in the For this Document you can:
areain the top right. The Lodging/M&IE page is re-displayed with the lodging
costs entered.
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6. Click the Accounting link on the Document toolbar on the left side of the page.
The Available Accounting Codes page will be displayed.

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 Financia 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.
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Available Accounting Codes for 10-CFB06-16CA

% Quick Tip For this Document you can:
Once twwo or more accounting codes are selected, the Allocation button is enabled. Chan t ) -
ge | o & Different Craanization
Enter Search Criteria Add | Mewy Accourting Code
Accounting Code  [D301 1040045 423 Search | Retrieve | | Back | Continue

Master Accounting Codes ting Label to add ta Document
Search Results Prev 10 Hext 10

t::‘f'g&ﬁlfzﬂ‘ti;flm ahel  |Clazsification Code

2. Click the _Reti=ve | putton. 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 sure it is the correct
code for the organization funding the trip. An organizational 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.
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Available Accounting Codes for 10-CFA08-01DC

Quick Tip For this Docu rIleni:.j,rnll can:
S:;;;:m or more accounting codes are selected, the Allocstion button is to A Different Organizetion
Accounting Code D03 =<0N45423 Search | Retiieve | Back | Continue

Master Accounting Codes Click Accounting Lakel to add to Document

Accounting Codes for 10-CFAB01DC

Organization Label A tiar Al
F % p  DO9010MMOD4S423 090-10-C1, SAT4Z2003D. .. ..... Extended

7 et % Delete

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.

Update Accounting Code for 10-CFA08-01DC

% Quick Tip For this Document you can:
You must enter an account label before Updating the Extended Acct Codes. Und
pdate | Extended Acct Codes
Label  [DOSDI 20045423 I Save Accounting _Save | #cct Cade pdstzs
code and extended
5 Accourting codes to Cancel | Acct Code Updates
Organization 10 - A
Accounting Codes
WBS  |090-10-C1 Internal Ord  [FC100200
Fund  [SAT422003D ObjClass  [2121
Hetifict | |
Funds Res | |
Res Line km | |
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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 system will 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.govi.

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

Available Accounting Codes for 10-CFAO08-01DC

For this Document you can:

Quick Tip
Once tywo ar more accounting codes are selected, the Allocation button is : s
enabled. Change |t|:| A Different Crganization
Enter Search Criteria Add | New Accourting Code
feconiting Code | Search | Retrieve | Back | Continue I

Master Accounting Codes g courting Lakel to add to Document
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L zation 3 ode

Accounting Codes for 10-CFA08 01DC

Organization Classification Code
{f? X 10 DO9010XX0043423 090-10-C1, SAT4220030. .. FC100200, 2121, .. Extencled
7 et Hoelete

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.
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Available Accounting Codes for 10-CFAQ8-01DC

Quick Tip For this Document you can:
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Accounting Allocation Summary for 10-CFAQ8-01DC

Quick Tip For this Document you can:
Exzpenzes can be allocated by expense type, percent, date, expense categotry, or :

Allacation Screen
amourt. M

Accounting Allocation Summary
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OTHER 000
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9. 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.
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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.

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 |A || 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 all 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.
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(3) Click the Allocation Changes button in the For this Document
you can: areain the upper right correr.

d. Expenseindicates which specific expense is assigned to which accounting
code (e.g., one accounting code pays for M& I 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.

(3) Click Expense Allocations in the For this Document you can:
areain the top right area.

(4) When all expenses have been alocated to the appropriate account code
click the Done Save & Exit Allocations button in the For this Document
you can: areain the top 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 alocate 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 Changesinthe For this Document you can: area
in the top right.

(4) Continue for each expense category listed.
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(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.

10. Click the button to continue processing the document.

H. TOTALS

Document Preparation
ekt Total Details for 10-18412-240H

Kk Tamstar ) e Ty Fa this Decamesd you cas:
Tiawebe: ¥goeswy. enterohanies and chde K
= il &I_nu_-rnu;u_mm

o Kahi Twsy
[+ acher: AR 22400 fack ] _cerre |

Total Expenses 13RI
W b abl e Expenses 000

Totn | Arscunt Cladreact 1267, 00

= LEdEWEIE Cone] dckrprion Ddsbn g D000
= Agvannbing B Adhvsncs Bpplad: (W00 i

= Commeniz Bk b Ty eder: 1AET.00
= Dpouuent ELaing (Peam et H nmgurieal]
Bupeness on Gowd [hange Caret 0D

& Prowies Decurasi cakfi Gosd Charg i Card Fagrrent: 0000
= Gxpord Dacannnd
= Glesa Danamant Toksd Boed Crarge Card Brmcark: D000

Parle Gowd Charge Carct 00
FPaplo Tavehar 136700

(Torak ane basad o8 ¥ip 1)

Expemse Catngery Detalls

COMCARER ] Lt 251 ()
" A 10 ACHIZE ARG =
LOCE M ] W BeH) B2 )
1" HAE 1 I AA FHm

i RENTAL (4R in Lty 105
" v et o ilp fo oonciucked wshie)

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

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

Comments for 10-1AA12-240H

Quick Tip For this Document you can:
Click Apply and prezet comments are inserted into the Comments field. Comments can alzo be typed directly into the Apply | Bicoat Carmiants

comments field. Comments apphy to the entire document.

EI Comments
Back I Continue |
Close I without Saving Comments

Comments oucher due 5 days after completion of vour trip d

x
14 4

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

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

The 28! | Preset Comments button, in the For this Document you can: area
in the top right, will clear any comments that arein the field.

3. Click the Document Status link on the Document toolbar on the left side of the
page. The Status page will be displayed.

J. DOCUMENT STATUS
Document Preparation
e Status for 10-IAA12-240H
Il Tl 1 Quick Tip For this Docament you can:
Traneler: Ths Signaturs Mk i coms cenniios!
. Fhane | and Submit Dok
B m-?mintm EJ Eominim |
i :“"""" ST Shabur b apply [GIENED
L] 1upill|| : Egranm PIM ‘
= Hrsarair =
= Tiated Turns [T | A’j
=T I_"J .
= LodgngMLIE
:f::‘:‘h‘, Doeoumend Rowling
= Camemun
o Traesalnr, Haribi SIGHED o
& Pardum Pre-Auiik - A
Dacument Histery
= Frwlog Dooimest N 4
rhTin:
® Expot Docureset D 12 91Fu EBT CRESTER Latrd Trawskal
= Chera D clamant
1. Review the status of the voucher. The Statusto Apply is set at the default value
SIGNED. DO NOT CHANGE IT.
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2. Click the Perform Pre-Audits link on the Document toolbar on the left side of

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

K. PERFORM PRE-AUDITS

User:

Bage L Bnih
Trssdor:

| JRMEDDE
[ wioa_ioh o - 586 (W0
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CULILIEL]
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& Bapes pnen

= LadiinMEE
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[ extp arEcars USED

[ Eicp caTEBORT USEDY
mu RXF CATREGORY UARDE:
m. RAFEMGE CATEGDRIES
m LANHOATOA T CLEANKS

B LzauE sumHoReEr

Bk LeanE EnaTh

[ wiLiTesy PERSORREL
B e Expenczes

B cermine
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L

g oo e ggp e
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Far ihls Dacument yai can:

Qoas | Pre-fud Fealts

1. Review the Pre-Audit Results for Trip 1.

2. If any item needs attention, the word ‘FAIL’ will bein the Status column. A
comment describing the failure will appear in the Comments column as shown

above. A ‘FAIL’ isaflagto draw attention to a particular process to ensure the
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Preparer has entered/reviewed the data correctly. A FAIL status will not prevent
the document from routing.

3. Click the Document Summary link on the Document toolbar on the left side of
the page. The Document Summary page will be displayed.

L. DOCUMENT SUMMARY

Document Preparation

Document Summany for Youcher 10-TAA1Z-240H

User:

ki Travaler
Trereeder:

| Mot Traler
> Viouchsr; 101881224 0H

* Dl Sainivng
¥ Tap Rurbar

» Tigwalsr

CTETT

v Thdgled Turs

» Bxpancar

= LeimngMHE

= A ing

¢ Talaln

= CEmment

+ Dmcumsnl Staruc
s Fanam Pra.outle
» Puwisy Deumsat
v Epidt Boasmnt
» Chate Cacumand

Trawa | Bariai zadion
et W ARI000rE

Quick Tio For this Dooumend you canc
Farspsacihe [nfoamaiion, olrd on & Calaits [nk Yo ean skan and Siamp pur Gacumand (rem tha Do et Eiates sackinn.
T Horniis 1 =28 | pounant
ST T

Trsgdar Dorsds 54-50.T548 Kt Traveler 222 | oyt Braument

Purpoesz [e=criphon
inscers Deisils CLEVELANILOH 120402 - 1200002

Tcbpled Vare [ataiis §260.00
LS R U] 3 pense S i ary

irh5 FOR RENTAL CARGOV B0
HERTAL Cah (100
Tokd: 23000

Amoairk Gl med Fe5an
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:F-l.-.-n:.l Applll-d . I:I.I:II:I
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1. Review the information in the Document Summary page for Trip 1.

2. Click the Trip Number link on the Document toolbar on the left side of the page.
The Trips page will be displayed.
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TRIP 2

Trip 1 will be copied to Trip 2 and the appropriate expenses changed in Trip 2 to reflect
the any changesto travel.

M. TRIPNUMBER

Dooumienk Pre poarabon
Ui Trips
Fihi Tuscslar (7] Omick Tip Faor this Dooumant yus cen:
Tiawelen: g T xild i b i docuraend, clik A _I
A | Trige
Fathi Tusvadar AT
ot : 10-LET 224 DH Laeiad
g TN 7T S 7T TSN TR ) 1"
e ek ] HaT TRAIERY 12 Iz
* 1o Musger -

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

will be displayed.

Sl Repns Logmul kel Document Preparation

S Copy Trips

THawed: g Te aczaptite difmE, ohd 0K

Zave
ABHE BOE tompFonWp [l | =ity

[ Verachrar: B3- B 0M-07 003 Clozs || wiban Fasing

= Daturrard Sammay TR 12

* Lo Mumiser:

= Trwelei

2. Click the -%2*= New Trip button, in the From this Document you can: area, to
save the new trip. The Trips page is redisplayed. Notice that tripl has been
copied to trip 2. Both trips will be identical until changes are made to Trip 2.

AT} ARpSrs DA i Document Freparation
il Trips
| Al Emit {7 ik Tin Fisd Sl Db culiiee i il ca s
- Traalnr: Tn ackd = hip o thir documend, dick did

S| e
1aME DOE ; T
Voucher 130IM40T0C Carcel | Tnps winiam
« PamimaetSumman

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

NOTE

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

DOCUMENT SUMMARY
Document Prepacation
Bkt Document Summary for Voucher 10-TAALZ-Z40H ]
o =
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Review the information on the Trip Number 2 Document Summary page. Notice

all the information from Trip 1 has been copied to Trip 2.

Click on the Itinerary Details link in the Document Summary page. Note the

Typefor Trip 2is CNST.

Auth Date  [02/06/2002

[mmddygy]
Type I CHST - I

Trip Mo 2

Click the Ticketed Trans link on the Document toolbar on the left side of the

page. The Ticketed Transportation page will be displayed.
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O. TICKETED TRANSPORATION

Ticketed Transportation for Youcher 10-IAA12-240H

Quick Tip For this Document you can:
To enter ticket information, click Add. Frevioushy entered ticket information can be edited (Fencil icon) or deleted (X icon). Add | Fleket

Backl Continue I

Ticket Ho

J x |See Hineran 1 12424102 AlR 250.00 | | no

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

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

3. Click the Expenses link on the Document toolbar on the |eft side of the page.
The Expense Entry page will be displayed.

P. EXPENSES

Sotan  Nemoris  Logeen  Hap Document Preparation

User =
Expense Entry for 10-1AA12-240H

Rativi Transaing 3
Teavmter: Ol Tip Fou this Documant you can:
T Sarvens foan i O 2 Tequannd Asdd. Cilek Samg oo g B 08mEnT sosps esa dn I0TRET Tk RiNsin 50 3 M l, |

| e Trasalar P i i e e

o vouatar: 10-Re1E-240H Gte @ [Tozammz B8 PP am vt Ot
e EiperssToe | =] [}Immmm.im
e Exp Smww | Ciwpnt Exparea
« Travsler Drmirtion. ®
v Himsuary Pl Trarwadgdd | Oene | Enbasng Exparana

# Tiddeelud Frann e | | Bk | coties |

- o —
» LisiRnruEIE
» Aasannling Gost

w Taxlabe Comemenis

» Canmarnis

= [xipasmiant Stahs
¥ Faroin Fe-Aadis
= P B cumen
+ Export Bacumend

w Cloerie D meank

hcion  Jose ]
g X izoaow: 38 FOE REMTAL LaR B0
;’ x REL-E el REHTALCAR Lo Ta ]
Total: 220000
1. Theexpensesfor Trip 2 must be changed to reflect the changes.
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2. Click the Use Quick Expense link on the Document toolbar on the left side of
the page. The Quick Expense Entry page will be displayed.

Q. QUICK EXPENSE ENTRY

: Hopeits  Logoet Mg Cocument Prenaration

Lisgr:

Quick Expense Entry for 10-TAAL2-240H

Trx:m Travalar i Foi mﬁ'_ﬁilt YoM Gam;
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BEe | Ecpmanax

DofﬂiEltulm Expeasay

Kathi Travaian
[ woucher: 10HAATZ2A0H

o Domsest Bumney
a Tnp Humbay

 Treweler i L
& g 1 B [iami: "= = [ Be T
* Tideka Trns = BE e = 2 1 | B T
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+ Padom Fro-dudib r BE [izzan: = 1 B | | [ ]
el L —" 3 I | B .
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IR T 2 | [z |
pticn  Joss . ftpers . et |
§ M 1anacwes 6§ FOR RENTaL Cafpsins 2500
¥ izoasoo REKTAL CER A 00
Totl: 22000
NOTE

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

The pageisdivided in half. Each half is scrollable.

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

2. Onrow 1, review the date. Make sureiit is the correct date for the trip. On row 2,

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

3. Click the 2=l Expenses button in the For this Document you can: areain the
top right. The Quick Expense Entry page will be displayed with the expenses
listed in the Current Expenses area at the bottom of the page.
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Document Prenaration
i Quick Expense Entry for 10-TAA12-240H ]
3 Eriar i) W0 10 s b 300w Pl U Gavierend oapsiech s 2w B milied (Paucd o o1 ol o a0 ko)
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+ P Flake v BE [aem - EI | BeoJ
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i § [zeam: = | = | Bl |
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Totsl: 203
4. Click the -Ber=] Entering Expenses button in the For this Document you can:
areain the top right. The following message window will be displayed.
You have not entered any expenses, would you like ko conkinue?
This will send vou ko the Document Summary Screen,
K I Cancel
5. Click the button in the pop- up message window. The Document
Summary page will be displayed.
6. Click the Lodging/M &I E link on the Document toolbar on the left side of the
page on the Document Summary page.
IFM Travel Manager Preparer’s Guide 22

Constructed Voucher
02/2004 TMV2.0



R. LODGING/M&IE

el Foports  Logout ey Document Preparation
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1. Review the information on the Lodging/M&IE page. The information for Trip 2
should be the same as for Trip 1.

2. Click the Accounting link on the Document toolbar on the left side of the page.
The Available Accounting Codes page will be displayed.

S. 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 a listing 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.
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Available Accounting Codes for 10-CFB06-16CA

% Quick Tip For this Document you can:
Once twwo or more accounting codes are selected, the Allocation button is enabled. Chan t ) -
ge | o & Different Craanization
Enter Search Criteria Add | Mewy Accourting Code
Accounting Code  [D301 1040045 423 Search | Retrieve | | Back | Continue

Master Accounting Codes ting Label to add ta Document
Search Results Prev 10 Hext 10

t::‘f'g&ﬁlfzﬂ‘ti;flm ahel  |Clazsification Code

2. Click the _Reti=ve | hutton. 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 sure it is the correct
code for the organization funding the trip. An organizational 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.
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Available Accounting Codes for 10-CFA08-01DC

Quick Tip For this Docu rIleni:.j,rnll can:
S:;;;:m or more accounting codes are selected, the Allocstion button is to A Different Organizetion
Accounting Code D03 =<0N45423 Search | Retiieve | Back | Continue

Master Accounting Codes Click Accounting Lakel to add to Document

Accounting Codes for 10-CFAB01DC

Organization Label A tiar Al
F % p  DO9010MMOD4S423 090-10-C1, SAT4Z2003D. .. ..... Extended

7 et % Delete

4. Click the Update icon 4 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.

Update Accounting Code for 10-CFA08-01DC

% Quick Tip For this Document you can:
You must enter an account label before Updating the Extended Acct Codes. Und
pdate | Extended Acct Codes
Label  [DOSDI 20045423 I Save Accounting _Save | #cct Cade pdstzs
code and extended
5 Accourting codes to Cancel | Acct Code Updates
Organization 10 - A
Accounting Codes
WBS  |090-10-C1 Internal Ord  [FC100200
Fund  [SAT422003D ObjClass  [2121
Hetifict | |
Funds Res | |
Res Line km | |
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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.govi.

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

Available Accounting Codes for 10-CFAO08-01DC

For this Document you can:

Quick Tip
Once tywo ar more accounting codes are selected, the Allocation button is : s
enabled. Change |t|:| A Different Crganization
Enter Search Criteria Add | New Accourting Code
feconiting Code | Search | Retrieve | Back | Continue I

Master Accounting Codes g courting Lakel to add to Document

Search Resulis Prev 10 Hext 10
L zation 3 ode

Accounting Codes for 10-CFA08 01DC

Organization Classification Code
{f? X 10 DO9010XX0043423 090-10-C1, SAT4220030. .. FC100200, 2121, .. Extencled
7 et Hoelete

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.
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Available Accounting Codes for 10-CFAQ8-01DC

For this Document you can:

Quick Tip
Once twa or mare accounting codes are selected, the Allocation button is . -
enabled. to & Different Organization
Enter Search Criteria Add | New Accourting Code
Accounting Code I Search I Retrieve I Back I Continue

Master Accounting Codes ] rit
Search Results Prev {0 Hext10

Accounting Codes for 10-CFA0S01DC Click an tem to ed

Org Lakel # stion Code

,5? x 109 DO9010XX00454235 090-10-C1. SAT4220030. .. FC100200. 2121, .. Extended Allocate
,5? x 109  DO9010XX01353H425 090-10-1. HSF4220030. | . FC100200, 2121, .. Extended Allocate
& Edit ¥ Detete

Accounting Allocation Summary for 10-CFAQ8-01DC

Quick Tip For this Document you can:
Exzpenzes can be allocated by expense type, percent, date, expense categotry, or :

Allacation Screen
amourt. M

Accounting Allocation Summary
l:er':gaaniz:aﬁ-:-ru .-'l'-.rru:n.lnt P it ) W =

DO9010EX0045423 G55.00 o Expenze Catedary Expenze
L0901 O X013H4 23 000 Expenzse Cateqary

o Amount
COM CARIER 100.00

LODGIMG 356.00 COr CARIER 100.00
MEIE 89.00 356.00
OTHER 0.00 89.00
REMNTAL CAR 0.00
100,00

Amornt
0.ao

LODGIMNG 000
TAEIE 000
OTHER 000
REMTAL CAR 000

9. 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.
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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 alocation 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.

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 |A || 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 all 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.
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(3) Click the Allocation Changes button in the For this Document
you can: area in the upper right corner.

d. Expenseindicates which specific expense is assigned to which accounting
code (e.g., one accounting code pays for M& I 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.

(3) Click Expense Allocations in the For this Document you can:
areain the top right area.

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

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

(6) Click to continue processing the document.

e. Amount indicates the amount of each expense item to alocate 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 Changesinthe For this Document you can: area
in the top right.

(4) Continue for each expense category listed.
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(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.

10. Click the button to continue processing the document.

T. TOTALS
Setup  Reports  Lagwr  Helo Dooument Preparation
L Total Details for 10-1AA12-240H Bl
i i Ty
Traraelar: B nsoessary, euler b anges and offde Dk

Calculyie | Hoiss Totabs fer Bromaam end

| Mahi Travaler e
[ vowchart 10, A1 240H —I—"‘I

& Dncumsnd Jummay

= Tip Runtbar Total Eepanes 1,137 00

& Turinisr Mo re nburzsble Expenes: 000

- itlvaan

L ol Tokal Arscurd Dasined: 1, 13700

- Eop oo

* LedpingiW &IE Bout Adyence Dubsianding: 000

= & p NG G 7 7o mpplied: D00 0o

* Tatals

e rit 1o Traveder: 113700

& Cucumand Shabur [Due (vt ¥ neg give)

Expunzes on Cov'i Charge Card: DOO
AT | Bt Chenge [ard Paimend __ﬁ.l:l.'l

wFRfEm FlesdsiiE
& P mvimm Docun e
= Expiost Paciimig]
#  lacs Carumard Totsl Bowt Chengs Card fncund: 000
P bo Gare 1 e e Cand: D00
Fapio Tavee: 1,13700
Tobak aie bard on wipZ)

Expense Categary Details

T T [

i

1 LOHd CAFIER: L -] - AR 24000
1 L] el ] 2500

1 Lok 10U ] e e
1 MEIR ADER- ARG NS00
1 RENTAL CaR 100 RS0 10500
@ BES MOk BT 2500

= LD R Ao ARG LaEd ]
o] HEiE 1002 REET Nnam

1. Notethe statement ‘(Totals are based on Trip 2)’ in the middle of the page and
that the Expense Category Details list shows expenses for both trips. Asterisks
“** appear beside the expenses for the lowest cost trip.

2. Click the Comments link on the Document toolbar on the left side of the page.
The Comments page will be displayed.
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U. COMMENTS

Comments for 10-IAA12-240H

Quick Tip
Click Apply and preset comments are inserted into the Comments field. Comments can alse be typed directly into the Appl | Presetrammenie
comments field. Comments apply to the entire document. L

Savel Commeants

Backl Cortinue |
Cloze | without Saving'Commenis

For this Document you can:

Comrmerts

Waoucher due 5 days after completion of yaur trip. d

-
4 r

1. Identify current changes and enter comments.

2. Click the Perform Pre-Audits link on the Document toolbar on the left side of
the page. The Pre-Audit Results page will be displayed.

V. PERFORM PRE-AUDITS

Nart enent Prenacabinn
'y

LA Pre-Audit Results for 10-IAA12-240H

o
Traushar: Lok tha Wagnifying 9y ican be vism debai comment dar s sch audil prace. ; =
E Fre-Rndk Aeautlc
e Documert Hame: ‘KHARIZ-2I0H
[ masthciizarfion: Tope: Arttoicaion
10188122004 Traveder: Tuaweler, Kathi
ey umn otz FABD
& Trawabar
e Proirens
+ Tickatar! Trams . RPesm fnww e
e B scmieis BnsT P
4 LodgingPasdE E.APPF!I]'\-‘EI}EWTM‘-'ELN e
4 Accourbing B, arrroven B TREVELRZ Frgs
* Totaie B ererOVED B TRAVELRE P
PCemmAKE B caz acwmnnes ExisT PSS
il il Bk CTINFERENCE GLLtMERCE Fazs
Porborm Prg Alls - B, 1y, ExpENSE THAESH =
RBIERERL IO B exp careconr usED FAss
el i B ecp cateanRy USEDT PaEE

« Cluse Dopumznt o

1. If any item needs attention, the word ‘FAIL’ will be in the Status column. A
comment describing the failure will appear in the Comments column as shown
above. A ‘FAIL’ isaflagto draw attention to a particular process to ensure the
Preparer has entered/reviewed the data correctly. A FAIL status will not prevent
the document from routing.

NOTE

Adding expenses to the voucher that were not previously authorized on the
authorization may cause an audit failure, which will bring the expensesto the
attention of the Approvers and/or Reviewers.
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2. Click the Document Summary link on the Document toolbar on the left side of
the page. The Document Summary page will be displayed.

W. DOCUMENT SUMMARY

1. Review the Document Summary. Click any links to view details.
2. To print the voucher:

a. Click on the Preview Document link on the Document toolbar on the left side
of the page.

b. The browser will launch a new window over the existing window. Thetravel
document may be reviewed on the screen or printed. Use the scroll bar to see
the additional pages.
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03fa7/02 WOUCHER Voucher: 29-XX04-07DC

EAGE 1 #+ RBead Privacy Act On Last Page ¥t TA Hum: 90-XX200015
1) MAME:. DOE, JANE . ZEN: 123-313-00040
ADDH - PHONE -
MAIL CD-:
Regidence, USA ORG: 55 -XX
TITLE:
DOTY: Residence, USA TZ: & SEC CLR:
RES: Reszildence, USA CARD: CARD HOLDER
HOURE: 4
Preparad By £ Smith 12314 Dest Coda 24
2] FROM 0 TA NUMEER TA DATE TRIFP PURPOEE TRIFP TYPE
04 /07,2002
04/10/2002
89 -XX200015 03/05/2002
TRAINING THET
3] GTRSTICKET MO VALUE CR CLS DATE FROM 0
4] ACOOUNTING CLASS CODE TRIF 2 2-CHSTRCT TRIFP 1 Z) FINAMNCE OFFICE
90-XX1Z2345 6E4.00 9£4.00

11111112345, 1234, .99 . 02.42.00 XX ABC

&) HON- REIMBURSABLE EXPENSES - - - - --oooooooo oo

TOTAL AMOUNT CLAIMED - - - - - - oo oo ooooemm s £E4.00
ADVANCE OUTSTAMDING ----- 0.0a
ADVANCE APELIED - -------- 0.oa 0.ao
HET TO THAVELER [GOVT] - -co-mmmmmmoommo oo £E64.00

=Copyright 1998 Gelco Information Network GED, INC.=sessessesfecscsssesseese--—-
I certify that this Voucher is trus and correct to the besk |@)

of my knowledge and belief, and that payment or oredit has VCUCHER NO:

not b=en recelved ]:l}" me. I ]'.IEI'ED}" -ESE-J.'Q]'.I the United States
any right I may have against any partiss in connaction, wikth| SCHEDULE MO
raimbur=sabcle tranapu:-rtatlon l:'n,argea described -E]JD"."E-, pur-

chased under cash payment procedurss (41 CFR Fart 301-10). CERTIFIED BY:

71 TRAVELER SIGHATURE COATE DATE:
R N R NN N N R R N RN N N N N N
Thiz Voucher i= approved. Long distance telephone calls, 1a]

if any, are certified as necesgary in the intersst of the CASH BRECEIFT DATE
Government. (Mota. If long distance telephone calle ars
included, the approving official must have been authorized AMOUNT 2
in writing by the head of the department or agency to 8o
certify (311 T.S.C. &80al). SIGHATURE

9] APFROVED, DATE

Page 1 of aVoucher
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ai/o7/02 VOUTHER Taoucher: 20-XX04-07DC
FRAGE 2 %% Read Privacy Act On Last Page %+ |DOE 122-332-000D
(L1} ITINERARY AND TRANSPORTATICH EXPENSES - TRIP NO 1

DATE TIME DEPARTED,/ARRIVED LOCATIONS MODE COST DESCRIPTICH

04707 /2002
D-RES: Resldence, USA

04,/07,/2002
A-WASHINGTON LT

04,/07 /2002 AIR 400.00 o
04707 /2002 TRXI 20.00 tmx
04,/10/2002

L-WASHINGTON LT

04,/10/2002
A REE: Resldence, USA

04/10/2002 TAXI 20.00 mx

TOTAL TRANSPORTATICH EXPENSEE 440.040

[12) EUBSISTENCE AND CTHER REIMEUREAELE EXFENEES

ACTUAL LODGING MEALS Mz:IE P-DIEM

DATE LODGING ALLOWED B L I ALLOW RATE OTHER EXFPEMEES AMOUNT
a4 /07 11%.00 11g2.00 34.50 119744 0.ao
04./07 TIFS FOR TAXI/LIMO 2.00
04,408 119.00 1189.00 4E.00 119/45 0.on
a4,/09 119.00 115.00 4E.00 119/45 0.an
a4.,/10 0.an 0.oo 34.50 119/44 0.an
04./1a TIPS FOR TANI/LIMO 2.00

357 .00 1cl.04a £.00

i L N DT o . o e, . o, o o

Voucher due 5 days after completicn of your trip.
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a3jo7/02 VOUCHER woucher: 99-XX04-07DC

FAGE 3 ¥+ Pogd Privacy Act On Last Page ¥+ [DOE 122-31-0000
(L1} ITINERARY AMD TRANSPORTATICH EXPENSES - TRIP NO 2
DATE TIME LDEPARTED,/ARRIVED LOCATIONS MODE COET DESCERIPTICHN

04,/07 /2002
D-RES: Resldence, USA

04,707 /2002
A-WASHINGTON DC
04 /07 /2002 1FRCC 73.00 mv
Milaacm: 200 Amta,  FE2
04,/10/2002
D-WASHINGTON DC
04,/10/2002 1poC 71.00 pav
Mileace . I0O Awia,. . JFES
04/10/2002
A REE: Regldence, USA
TOTAL TRAMSPORTATICH EXPENSEZ 14E.04Q
(12) EUBSISTENCE AND CTHER REIMBUREARLE EXFPEMEZES
ACTUAL LODGING MEALS MzIE P-DIEM
DATE LODGING ALLOWED B L I ALLCW RATE OTHER EXFENEES AMOUNT
a4,/07 11%.00 119.00 34 .50 119/44 o.an
a4.,/08 11%.00 115.400 4E.00 119/45 0.a0
04./039 11%.00 11%2.400 46.00 119/45 0.an
04,10 o.an 0.oo 34 .50 119/45 o.oo
A57.00 1el.00 o.an

e (13 COMMENTS s == = mm o m o o e i i e

Voucher due 5 days after completicn of your trip.

VERCIV=-RATE TEL DATE=0Z/01,/02-Copyright 159 Gelco Informaticm Wetwork GSD, Inc.

Exception to SF 1013

MOTE: Falslficaticn of an ltem 1n an expeEnss account works a [orisiture of
claim (28 U.8.C. 2514) and may result in a fine of not more than £10,000 or
impriscoment for not more than § years or both (1B O.5.C. 287; 1.4, 1001].

In compliance with the Brivacy Act of 1974, the following information 18 prov-
ided: Solicitation of the informaticn oo this form 18 authorized by 5 U.S.C.
Chap. 57 as implemented by the Federal Travel Regulations (4l CFR 301-304]),
E.O. 11£09 of July 22, 1971, E.0. 11013 of March 27, 1962, E.0. 0137 af Mav.
23, 1943 and 36 U.5.C. E011(b) and £104. The primary purpose of the requested
infarmaticn 18 to determine paw.ent ar railmburssment to EliglhlE individuals

Page 3 of aVVoucher
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for allawable trawvel and/or relocatlion expenses incurred under appropriate
administrative authorizaticn and to record and maintain coszts of such reim-
bursements to the Government. The information will b= used by officers and
employees who have a need for the informaticn in the perrormance of thelr
official duties. The informaticn may be disclosed to appropriate Federal,
State, local, or foreign agencies, when relevant to civil, criminal, or reEgu-
latory inwvestigaticna or prosecuticns, or when pursuant to a requiremsnt by
thi=s agency in connection with the hiring or firing of an employ=e, the
igguance of a eecurlty clearance, or inwvestlgatlons of the performance of
official duty while 1n Govermment service. Your Soclal Bscurlty Account Num-
ber (ESM) 13 seolicited under the authority of the Internal Revenue Code (26
U.5.C ED11(b) and £109) and E.O. 93897, Wow. 23 1543, for use ag a tax paysr
and/or employes identification number; disclosure 18 MANDATCRY on vouchers
claiming travel; and/or relccation allowance expense reimbursement which i=,
Or may be, taxable income. Disclosure of your S5SM and other reguested infor-
mation is woluntary in all other inetances; however, failure to provide the
informaticn {octher than S£ZN] required to support the claim may result in
delay or loes of reimbursement.

Page 4 of aVVoucher
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o3/07/02 ACCOUNTING DETAIL Doc Ma: 90-XX04-07DC

Copyright 1558 Gelco Informaticon Mekbwork, Inc. |DOE, JANE 122-32-0000
ACCOUNTING CLASE CODE 2-CHETRCT TRIP 1
COM. CARIER - 400.00
LODGING- 157.00 357 .00
MeIE- 151,00 1E1 .00
MILEAGE - 145. D00
TAXI/TIPE- TAXI 4£ .00
90-XX12345 Q.oD sad . 0O 964 .00

Crganization. 8%
11111112345, 1234, .99.02.42 .00 XX ABC

EELIT PAY DIEBUREEMENTS:

TOTAL EXPENSEE - - === -----—=-mmmmmm oo e 564.00
HON- REIMEURSABLE ENMEPENEES -- - - ---——--——-—— - 0.00
TOTAL AMOUNT CLATMED - -----S---ooooooommooon S6d .00
GOV'T ADVANCE OUTSTANDING - - 0.00
G0V'T ADVANCE APELIED ------ o.00
T 0.oa
HET TO TRAVELER {G3OWT) ---o--oooommmammoomon S64.00
GOV'T CHARGE CARD EXPENSES - 0.00
GOV'T CHARGE CART ATM ADV -- o.0D
ADD'L COV'T CHARGE CARD FYMT 0.00
TOTAL GOV'T CHARGE CARD AMT o.00
PAY TO GOV'T CHARGE CARD--=<-=---sosssoosoon 0.oa
PAY TO TRAVELER - --------Soi-ooooiooiooooooio S6d.00

Page 5 of aVoucher

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

d. Closethe Preview Document window by closing the browser and/or reader
window. The Document Summary page will be displayed.

IFM Travel Manager Preparer’s Guide
Constructed Voucher
02/2004 TMV2.0



i Mvrment Prenaration |
L Document Summany for authorzaton 10-TAA1Z-240H =

Kt Trawsler ik Tip Far this Documsent you can

Trauslar: Forapeitis informstion, shoh an g Betads s Tou aan sign asd tamp e dossmend iom He Docamend Stales Sra ] et
saclkin
| Kathi Trauzler N Unde | adisgmant
[ authorization: Trave Auranicelon i poznon 12 ] i
A0.1A81Z.300H Corlinus | Erierng Paoament
Travslss Cetata 254527549, Kathi Trawaler
* Dmcument Sumnmary | _Goxs | Gunerk Desamen
= Trasalur g i
Furpezs Deaerniption <hlo Purpese Descrigtion Enbered»
- Mnaran
kAR Ninerare Detats CLEVELANDOH 12024032 - 9431102
. a Trars
Tiekatad Trans Detits 250000
= Expares ; -
Eapores Dofoits | R ESCTE [FITE T, ¥]
= LoadkgingfeSE
Brbi wick oo [ETIIENTES
R g | MW e i FOR RENTOL TaRIGTY
= Commens H i’ 1 x il [EENLALGEE
= Depurrarnt Stabac
- Parorm PaeRodts Logoing WL E Dotgils §EAT7.00
& Fresise Dacumssl Drer sfteoricafons <Wo Cilher Ruthonzations Detaiss
tnile
& Expart Brcumant - EERE
A fmmmurting Detie SRETTAINERATERTEY

Lake| Amust
AMRE- A0 135700
Tl {13700

JEEERE RPN nlals Surnmary

Dikurmament Tyra

Eofimatad Cast 1 w00
hoares Requated nog

Eole Lonnenis oH0 Corimests Enbenad>

Doparant Siaus (KRR Rt Ey Y

™ Bamp Wikaid a3

Docurmnt Shwtm: BERJUGTED - Seysilrg: BARAY BoC KUF SFPROYVE Hanp wnd Foda ]
origds
[sienEn «] | =]

. e =l

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

a. Statusto Apply is at the default value. DO NOT CHANGE IT.

b. Click inthe Signature PIN field and enter the appropriate PIN.

¢. Click the L_Stzmezndfautz |}y 10 on the right of the Document Status
area at the bottom of the page to sign/stamp and route the document.

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

If changes are necessary to the document, click on the _Eanee! | pre Audit
Results button in the For this Document you can: areainthetop right. The
document will not be signed and will not route. The document can be
modified.

5. Click the Eentinue_| Stamping the Document button in the For this Document
you can: areain the top right. The Signature certification page will be displayed.

e vt Mean asafins

el Signature for 99-XK04-070DC

SR L Smith Y Ok Tip  For this Document yau cas:
Traweiarn 1 yuu wgren i B slubamant, chdk Acenpl ey =7
gruahrs Ta
JBAE LOE el |2tanping

1 pery Furd i wnucher B bus and comect to e Dest of mrp sl sdge ard be et ared tht gayment o cwd i Ban sob been recsived by e | bersby aoognoda e Unided Stalsc
awy right] ruap hevs sgaird sy pardien in ctian, mith b hie ¥ wtinn chargen abwres, puchassd under cob gaymsatpocsdoac(3] CFA Fad
201100 | sy Sad | fores sl recsd ph necsoueny to ouppad {hs ds o in (e vouches . &g soos phions s naded infhe comme sk seding

6. If in agreement with the signature certification statement, click the
Signature Text button in the For this Document you can: areain the top right.
The document is routed.

NOTE

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

7. Travel Manager displays the Travel Manager Main Web window. No other
notice is given by Travel Manager to let you know your document has been
routed.

8. Remember, the Traveler must log into Travel Manager and sign and certify the
voucher to route the document.

NOTE

All Lodging receipt(s), Registration receipt(s) and any one (1) expense over $75.00
claimed, including any backup documentation, must be retained by the Traveler for 6
years and 3 months for audit purposes.

When the document has been reviewed/approved by the Travel Office and interfaced
with the financial system, an e-mail message is sent to the Traveler indicating that
funds will be available within 5 days if paid by Electronic Funds Transfer (EFT).
Payment by check should be received within10 days.
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X. OPEN DOCUMENT (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.

Traveler Listing (Open Doowment)

Tt ‘Q) Dckk Tip
Type ane a1 mare e of e furesleds Lo name and dide
Zemch Then ofich the fasslsrs nans fo o all docomsnis
b Coaabe s Py Dacumard

b oo v [Eecseanatrians ]
Do ' 5

[+ Reviem Doamams Lart fiurra | @

B EBelebe Donamests Diocuireent Tape [ AL "]

[ Copw Dosamest

[F g ot b cumangs
[ Erm 40 Bisd 40

Document Preparation

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

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

Traveler Listing { Open Document)
T Oulck Tip

Typs onw or mars lelsm of 1he fraws s Lok nems and didd
Zearch Then, did the ressls iz name o bl 8l documssts

koaltd Traweksr
Trarler:

[ Crsals 3 Howe Documisnt
© Open Existag

[URETITIETS
[ Fusim Bacurards

Ender Searnch Critetia

[= Delsts Cacumsnts
[¢ Comy Dacuns nk

[+ impad Decaments

Mar mment Prenarabinn

Document Search (Open Document)

D cuemaend 1L ist

avel er; Al ruwsls
Trpe [Gnmenifiome  [Gep Dae [stws o [mus |
Gulbanzabon Tl AG12.250H 122502 ADJUSTELD
EI Rulbarcabien  YOHEA1Z.740H TIRANZ  SIBHED
B cubaization  CFAIBINFL  EAONZ  GIGHED
a Lulbanzabon L FERB-ZT MG FEa0N: WGeT AFFROYED
[B) fuspormaner  WACFEOE-AMY  EEM4GZ  CREATED
B aulbarzation  OTFEIFZIGG  07EMIZ  GIGHEE
a Gulbanzabon W CFEQF- 16k OFH5N: A TRAVEL AGERT
B frtparmabies AOHITASTE [TA50E & THEVEL BOENT
Bl aborzation  OEHIZIATE  0ASN2 GREATED
Bl oval oohas  AOHBAAATA  EDANE  BIGHER
Bl Catvesier  VRJEEA0SEFC DTAANZ SIGIED

A AR SO prdr—iiir] CHEATED

(31 siaabesn

4. All documents created for that traveler will be displayed in the Document Search

(Open Document) area on the right.

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

Status column.

b. Documents that have been created and routed will have various stamp values
in the Status column, some of which may be SIGNED, ADJUSTED,
REVIEWED, APPROVED, MGT REVIEWED, MGT APPROVED, A
TRAVEL AGENT, RETURNED, CANCELED or DISBURSED.
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c. The Travel Office has locked documents that have APPROVED,
DISBURSED, or DATALINK in the Status column. An amendment will be
required to add additional expensesto atravel document. If the amount on the
voucher exceeds the authorization amount by 125% or more an amendment is
required for the authorization.

5. Click the Document icon for the document created in the previous exercise.
The Open Document Signature page will be displayed if the traveler has signed
the document.

"~ Dnruiment Prenaratinn

Open Document Signature

Susie L. Smith Quick Tip Fﬂl’uﬂs DDDHIHEI'I{}UII caﬂ-
Traveler: The Signature PIN iz case sensitive! Sign | to Review Document
Signature for Adjustment I Getl Document as ViewOnly
[» Create a New Document
Moiiciisi Cancel | Opening Document
Open Existing

Document
[ Rewiew Documents

[ Delete Documents

[¢ Copy Document

[» Import Documents

6. The document can be opened one of two ways:

a. Enter the appropriate signature PIN and click the to Review Document
button, in the For this Document you can: areain the top right, to adjust the
document.

OR

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

7. If thetraveler has signed the document, click the Document as View-Only
buttonin the For this Document you can: areain the top right, to open the
document as view only. The Document Summary page will be displayed.

8. If the traveler has not signed the document, the Document Summary page will be
displayed. Use the scroll bar on the right of the Document Summary page to view
the bottom of the page.
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9. Click the Document Status link, on the Document Summary page, or on the
Document toolbar on the left side of the page to view the Status page for the
routing list. The Document History indicates the preparer has signed the voucher.
The Document Routing indicates the traveler needs to sign the voucher.
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10. Click the Close Document link, on the Document toolbar on the left side of the
page to close the document.
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