TRAVEL M ANAGER PREPARER’'SGUIDE

Travel Authorization

This section describes the process required to create a travel authorization after logging
into Travel Manager.
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A. CREATE THE AUTHORIZATION

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. Select Authorizationfrom the Document Type drop down list.

Authorization ;I

SAuthorization

Woucher

Lacal Waucher
Amendment
Woucher from Authorization

3. Click in the Document Name field and enter the document name: This
standard naming format MUST be used!

Example of document naming sequence:;

10-CFAOQO7-16AL

Center 1D (always the number 10 for NASA HQ)

Hyphen (-)

Org Code (Organizations must use 3-letters. Example:
CFA. Single and two letter code organizations should add
the letters A or AA to the Org Code)

Date of departure (Example: 07-16 (MM-DD) use a
hyphen - to separate the month and day rather than a dash
‘/l)

State or Country traveling to (Example: AL for Alabama).

Up to 15 characters can be entered.

IFM Travel Manager Preparer’s Guide 1
Travel Authorization
02//2004 TMV2.0



ke i = e
Suten  Feprts  Logoul . Halp

Y Document Preparation

Lt New Document
T
Kathi Traesler Ouick Tip ; L-SIIH'\XI_{J&NE‘I ‘IEI-}{"IJE I'!,"!:-.m l
Traveler: To pelect o hawelan click an the BID ar Teraeles Hame leobag bubar "
il Travddar | Bo Tureel Manages
Dl Tyoa I Antharizalian - st bare | Bic Deansst
FCrea L] N n | =
i Doecisresd Haims 10-CRADE-D1CE Travder SSN Lookup s !'"* Do
[* Dpih Ecting D esimsil cal nl 2 T
[ Feviem Docamens Trawaler Harme [k ﬂ

Traveler Name L ookup

4. The SSN Lookup or Traveler Name L ookup icon can be clicked to
retrieve the SSN of the desired traveler. If known, the Traveler’s Social
Security Number can be entered into the SSN field.

5. Click the Traveler Name L ookup iconif you do not know the
traveler’ s SSN. The Enter Search Criteria page will be displayed. Enter part
or the entire traveler’s last name.
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6. Click the button to the right of the Last Name field. All traveler
names beginning with the letters entered that are available to the Preparer
will be displayed.

7. Click the Next 20 and/or Prev 20 linksin the Search Results area on the
right to scroll through the list of names.
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8. Click the SSN link to the right of the desired traveler’s name. The New
Document page will be refreshed and displayed with the selected traveler’s
SSN and Traveler Name fields filled.

Setup  Reports  Logout  Help Document Prenaratiom

User: New Document
Kathi Traveler gg) Quick Tip For this Document you can:
Traveler: Toselect a traveler, click on the EID or Traveler Name lookup button.
Docurnent Type @IAuthorization d %tg:’:\:&l:anager
.P.m Docurment Name @ [10-CFADS-01CA treate s Dosument
& Open Existing Document SSN®I254'53'7543 Ei‘
|'}€ A Traveler Name  Traveler, Kathi Ei{
[¢ Delete Documents 3
9. Click the this Document button in the For this Document You
Can: areain the top right. The Itinerary Information page will be
displayed.
B. ITINERARY
This section describes the process for completing the traveler’ s itinerary. The red
buttons @/ denote required fields.
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1. Select apurpose for travel from the Purpose pull down list.

TRAINIMG =]

COMFEREMCE ATTEMDANCE
MEETIMG

OTHER (==& below)
FPRESENTATION

2. Provide a description in the Description box about the trip’s purpose.

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

SIMGLE -

EXTENDED TDW1
L,
LO& (MO COST)

4. Enter the Begin Travel and End Travel dates by clicking the Calendar
icon to select the appropriate dates. Click on the desired date in the calendar and
the field will automatically be populated with the selected date.

5. Select the Depart Selection and Return Selection locations listed in the pull
down lists.

Depart Selection =]

Return Selection |FES: POTOMAL , MD
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NOTE

If the traveler isdeparting or returning to locations other than what isin the drop
down list you can type the location in the Depart and Return fields provided after
the Begin and End travel date fields.

6. Fromthe Trip Durationdrop down list select the trip duration. Multiple Days
will default for any trip greater than 2 days.

Multiple days -

12 howurs or Less
12-24 hrs no lodging
12-24 hrs with lodging

7. Click the Preset button to the right of the Comments field. The default
comments will be displayed in the Comments field.

NOTE

Click the Preset button to the right of the Comments box before typing
other comments. |f you enter Comments and then click the on, your
comments will be erased and replaced.

8. Enter any additional comments necessary after the preset comment is entered in

order to alert reviewers or approvers of any special conditions that may require
approval or justification.
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9. Click the| bakd Location | buttonin the Per Diem Locations area at the bottom
of the page to add a location. The Add Per Diem Location to trip page will be

displayed.

C. ADD PERDIEM LOCATION TO AUTHORIZATION DOCUMENT

After creating the trip itinerary, the per diem information is required. This section
provides the steps necessary for adding the per diem location to the travel request.

Add Per Diem Location to Trip 10-CFA09-10FL

For this Document you can:

Quick Tip
Type the per diem location and clide the Per Diem Losation button.
Save Ianatlnn
Arrival Date @ [09/10/2002
[mmiddiyyy] Close Iwilhuul Savin i
— g Location
Departure Date @ [DoMz2002
[mmddd fyy]
Per Diem Location @ [orl Sesrch Lookup

Unlisted Lacation [
Select Unlisted [ ]
State
Selsct Far Diem [ ]
Location s

1. Check the Arrival Date and Departure Date fields to make sure that they are
correct. To change the date field click into the field and type the correction or
click the calendar icon and select the correct date.

IFM Travel Manager Preparer’s Guide 6
Travel Authorization
02//2004 TMV2.0



2. Click in the Per Diem Location field and type the first few characters of the
temporary duty location Enter only the City name. Do not enter the State. (For
example: orl for Orlando, FL.)

NOTE

name or the whole city name to retrieve a location. Do not enter the Sate.

When entering a city name in the Per Diem Location field you can type part of the city

3. Click the Sear ch link beside the Per Diem field. The Per Diem Location and
Select Per Diem Location fields will be populated.

Add Per Diem Location to Trip 10-CFA09-10FL
Quick Tip

Type the per diem location and click the Per Diem Location button.

Save || geation

Arrival Date (@ J0or10z002

[mmd deddyyy] Close quithout Saving Location

Departure Date @ IDQ."12."2002

[mmd deddyyyn]
Per Diem Location @ IDRLANDD,FL Search Lookup

Unlisted Location |
Select Unlisted I i
State

Select Per Diem
sl |oRLANDOFL ;I

ORLANDO NAYVAL AIR WARFARE CTRFL
ORLANDO MAVAL RESEARCH LABFL

4. If your search produced other locatiors, click on the Select Per Diem L ocation
pull down list to be sure to select the location from the correct State or Country.
The location name entered may be in more than one state or country or more
than one location may begin withthe same value.

5. Click the desired travel location in the drop down box.

6. Click the L ocation button in the For this Document you can: areain
thetop right. The Itinerary Information page will be refreshed and re-displayed
showing the selected location. The selected location will appear in the Per

Diem Locations area at the bottom of the page.
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Itinerary Information for 10-CRAQ9-10FL
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7. If additional locations are required for the trip, repeat the above steps. Be sure
to change the departure dates for each locationas it is added on the Add Per

Diem Location Page.

NOTE

The Lookup link next to the Per Diem Location field on the Add Per Diem
Location page can be used to search by state or country.

8. Click the [tinerary button in the For this Document you can: areain
thetop right. Thiswill save the document to the database. The Itinerary page

will be re-displayed.
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9. Click the Traveler link on the Document Toolbar on the left side of the page.
The Update Traveler Information page will be displayed.

D. TRAVELER INFORMATION

The traveler’ s personal datais listed on the Update Traveler Information page. This
page is segmented into five data information areas. Highlighted in dark blue are the
Traveler’s Personal Data, Duty Station, Account Information, Travel Preferences and
Agency Defined Miscellaneous Data.
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Update Traveler Information for 10-AA03-020H

Quick Tip For this Document you can:
To epply treveler information changes to &l documents, select
Apply Changes Globally. ™ Apply Changes Globally

Profile Changes
Cloge | without Saving Profie Changes

Traveler's Personal Data

Personal Infosmation Dty Station
ssh ® 100-92.0002 Present Station  [NASA
Sponsor SSH [E Organization ]ﬂ Set Org |
Name primtedorg [0 |
Lastieme © Ttemank [
First Home © | Middle Initial | Charge Card [CARD HOLDER =
Gender m Routing List m

Street Address | Name |
| Phone |

City |Residence
state [US Zip [12345
Phone I

City of Residence [esidence  state
IUS

E-Mail |

Duty Station Top of
fimetofo |
Present Station INASA— Ho. of Work Hours IB_
Agency I— Time Zone IB—
ot [

Office M: g Address Contact Data
Street I Phone |
Address
3
[cramo % |

City I— Mail Code I
Clearance I
State | Zip |
Authorizing Officials

Hame Title
Voucher | |
Authorization I I

Additional #1
| |

Additional #2
| |

Account Information

unt Mumber |Routing Mumber

Default Accounting Code

Rep ID

Maximum Authorized Amount ID.DD
Authorization Analysis Period I tomthly - I
Account Status IActive - l
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ravel Preferences Top of Page  Duty Station  Account Informstion  Mizcellaneous Data

Ruto Information
Seating I Distance I—
to Airport From Home I From Office
Terminal
I E‘ Rental [Mone] -
Car
Airline I[None] 'I Freq Flyer I Special I—
Special I— Heeds
Heeds
Hotel Information Passport Information
Lodging I [Mone] - I Passport I
Special Heeds I Exp Date I
™ Smoker
@ Agency Defined Miscellaneous Data Top of Page Duty Stetion  Accourt Information  Travel Preferences
Miscellaneous Data
Prepared Byi
Loca‘tionl
Exempt.l'HonExemplEXEMPT
Document Humberl
'U'II]I
Misc-1|

1. Traveler's Personal Data—This area has four sub areas indicated by the light color
purple band. They are Persoral Information, Duty Station, Mailing Address and
Emergency Contact.

a. Personal Information shows the Traveler’s personal data.
i. SSN liststhe last four digits of the Traveler’s socia security number

ii. Sponsor SSN field indicates the NASA employee sponsoring an
Invitational Traveler if applicable.

iii. Name fields for Last Name, First Name and Middle Initial
iv. Gender
b. Duty Station

i. Present Station field indicates the Traveler’s current work location (TDY)

ii. Organization

iii. Printed Org information

iv. Title/Rank — this field may remain blank.

v. The Charge Card field must display the charge card status of CARD
HOLDER if the traveler possesses a government travel card. If the
traveler does not possess a government travel card INFREQUENT

TRAVELER should be selected. For an Invitational Traveler the charge
card field must display NOT AUTHORIZED.
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| CARD HOLDER -

FIED ADVANCE /DAY
INFREGQUEMT TRAVELER
NOT AUTHORIZED

vi. Routing List indicate the authorities that will approve the travel document.
Each traveler must have a Routing List applied to the document so that it
will electronically route to the appropriate managers, the Regional Finance
Office (RFO) Travel Office and other appropriate offices for approval. A
Traveler who may travel using another Organization’s funds can route the
travel document to that Code for approval.

To change a Routing List:
(@). Click the Traveler link on the purple panel on the left side of the page.

(b). Click the downward arrow =! next to the routing list in the Duty
Station section located below the Traveler’s Persona Data section

(c). Highlight the routing list to be used. Note that the routing list names
that end with a lower case letter ‘1’ are routine routing list and the most
frequently used. Routing list names ending in the lower case letter ‘d’
indicate division director routing list. Foreign routing lists end in the
lower case letter ‘f'.

NOTE

The Preparer can only change the routing list prior to the document being
stamped SGNED. [f the document has been stamped, the document must be
closed and the BASO Resource Center (202-358-1FMP (4367)) should be
contacted to make the change to the routing list.

Present Station |[HEADQUARTERS

Organization I‘IEI-EF,-'E-,EIEI vl Set Org |

Printed Org  |10-CFAQ0

Title/Rank |

Charge Card |CARD HOLDER -]

Routing List | 10-CFAr vI
[Mane]

10-CFad
10-CRAdf
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c. Mailing Address - this areais self-explanatory.
d. Emergency Contact — this areais self-explanatory.

2. Duty Station — This area has five sub areas. Office Details, Time Info, Office
Mailing Address, Contact Data and Authorizing Officials.

a. OfficeDetails
i. Present Station field is populated with the current TDY station
ii. Agency —thisfield is self-explanatory.
iii. Unit—thisfield is blank.

b. Timelnfo

c. Office Mailing Address— In addition to the Street Address data, the
accounting cost code is required.

i.  Thecost center code must be listed on the second line field of the Street
Address of the Office Mailing Address section, which is listed under Duty
Station highlighted in dark blue. (Example: CFAQ00)

IMPORTANT NOTE

Do not remove the costZenter code.

Top of page Account Information Travel Preferences Miscellaneous Data

Orfios Doars

Present Station I / Ho. of Work Hours |

Agency | Time Zone |E
Unit
Office Mailing Address;

Contact Data

Street Address Phone I
CFAQD Fax |

City I Mail Code I

State | Zipl Clearance I

d. Contact Data— This area includes the Traveler’ s phone number, Fax number,
Mail Code and any clearances.

e. Authorizing Officials— The fields in this section are not populated.
IFM Travel Manager Preparer’s Guide
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3. Account Information — This area should not be altered.
a Traveler Account Detalls

b. EFT Accounts

4. Travel Preferences has four sub areas: Air Information, Auto Information, Hotel
Information and Passport Information. The Passport Information area is the only
areaused. When traveling on foreign travel the passport number and expiration
date must be entered.

5. Agency Defined Miscellaneous Data lists one sub area, which is Miscellaneous
Data

Agency Defined Miscellaneous Data

Prepared B}ri
Lm:atiuni

Euempt.fHunExempiEXEMF'T
Document Humber|
VID Humber |
Misc-1|

a Miscdlaneous Data

(1) Enter the name and phone number of the person preparing the
authorization in the Prepared By field.

(2) The Location field should remain blank.

(3) The Exempt/NonExempt field is pre-filled with the Traveler’s exemption
status loaded from the NASA Personnel Payroll System (NPPS) if
appropriate. Thisfield should not be altered.

(4) The Document Number field should remain blank.

(5) The Vendor Identification (V1D Number) field should be blank.

(6) TheMisc-1 field is not used.

6. Scroll to the top of the page. Click the Profile Changes button in the For
this Document you can: areain the top right. The Document Summary page will
be displayed.
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IMPORTANT NOTE

Do not check the Apply Changes Globally checkbox in the For This Document
You Can: area. If checked, the changes will be permanently applied to the
Traveler’srecord. If permanent changes are required call the BASO Resource
Center at 202-358-IFMP (4367).

L Docusment Summary for Authosization 10-CFADD- 10FL
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E. TICKETED TRANSPORTATION

This section identifies the process to add ticket information to the Authorization. 1f
atraveler is driving to the destination, the process for Privately Owned Vehicle
(POV) is addressed on the Expenses page.

1. Click onthe Ticketed Trans link on the Document toolbar on the |eft side of
the page or click the Ticketed Trans link on the Document Summary page.
The Ticketed Transportation page will be displayed.
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Document Prearation

| Ticketed Transportation for Authorization 10-CFADS- 10FL
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2. Click onthe Ticket buttonin the For this Document you can: areain the
top right. The Add Ticket Information page will be displayed.

+ ;i N |l Nywrj ament Preepneaiinn
A Add Ticket Information for 10-CRADS- 10FL u
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3. Select the mode of transportation from the Type pull down list. AIR isthe
default. If atraveler is driving to the destination the process for POV is
addressed on the Expense page.

4. Press[Tab] to moveto the Ticket Vauefield. Enter the estimated cost of the
mode of transportation.

NOTE

Do not use a dollar sign ($) when entering costs in any of the Travel Manager’s
cost field. If you enter a dollar sign, the systemwill not accept the character, and
you cannot move on.
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5. Press[Tab]. The system will automatically copy the Ticket Value to the Cost
field. The Ticket No: field is automatically filled with “See Itinerary 1.

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

a. The Reimbursable check box is checked by default.

b. TRAVELER isthe default reimbursable PMT Method. If any other
payment type is selected, the expense cost will not be reimbursed to the

traveler.

| TRAWELER

:TRAVELER
CEMTRALBILLED CHARGECARD
[M-KIME

GOVCC

PAYMENT M ETHOD REIMBURSABLE EXPLANATION
CHECKED
P —|

Traveler Yes Reimbursable to Traveler.
Central billed Not Reimbursableto Traveler. Paid by
Charge card (CBA) No Government.

Not Reimbursable to Traveler. Provided
InKind No at No Cost to Government.

NASA is not currently using this feature.

Allows for electronic funds transfer to
GOvCC Yes charge card vendor on behalf of the

traveler.

NOTE

All remaining fields on the Add Ticket Information page are optional with the
exception of the Classfield if the Traveler isusing a First Class or Business ticket.

IFM Travel Manager Preparer’s Guide

Travel Authorization
02//2004 TMV2.0

17



7. Click the Current Ticket button in the For this Document you can:
areain the top right. The Ticketed Transportation page will be displayed

showing the added record.
Sutep __Faperts Lo K Document Precaration
Lol Ticketed Transportaton for Authorizaton 10-CFADS-10FL
- owca e
Thoredi; Tu s mber bicknt imbrruann, cich B4, Frovi ooty srdessd § & rforabion cun ba sl [Fancd kan] or dsleied [ kan) E]
. = Tk
v e Bk | Comkram
e [ Lo oR L
e bl F % St Bveuy 1 nE HE; 45001 u
= Tuwular . -

LTS

8. If additional ticket records are required, click the Ticket button in the For

the Document you can: areain the top right, and repeat the Ticketed
Transportation process.

a. Click the Updateicon ] to edit Ticketed Transportation records for
necessary changes.

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

10. Click the button in the For This Document You Can: areain the
top right. The Expense Entry page will be displayed.

F. EXPENSES

This section discusses the process to add estimated travel expenses to the travel
authorization.

Expense Entry for 10-CRADS- 10FL
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NOTE

The Datefield will default to the *Begin’ date of travel. Change it accordingly
when adding each expense.

1. Add expenses on the Expense Entry page.

a

©® o0 T

Leave or update the Date field by clicking onthe calendar icon and selecting
adate.

Select the expense from the Expense type pull down list.
Click anywhere on the page to refresh the page.
Enter acost in the Cost field.

For an expense that is the same amount over multiple days use the Copy
Through Datefield located on the right side of the page. (Example: phone
callsthat cost $.85 on consecutive days). Enter the last date the amount should

For quick entry of expenses, click the Use Quick Expense link in the For this
Document you can: area.

2. Add Privately Owned Vehicle (POV) costs.

a

b.

Verify the date is correct in the Date field.
Select the expense, POV, from the Expense Type drop down list.

Click anywhere on the page. The page will be refreshed. The expense will
appear in the Expense Description field.

Enter the estimated miles (either one way or round trip) in the Miles Traveled
field.

Verify the rate in the Rate Selection field.

Click anywhere on the page. The amount will be automatically calculated and
entered in the Cost field.

3. Click the Current Expenseinthe For This Document You Can: areain
the top right.

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

a

b.

Click the Update ico to edit an expense record.
Click the Delete icon to delete an expense record.

IFM Travel Manager Preparer’s Guide 19
Travel Authorization
02//2004 TMV2.0




5. The Expense Entry page will be refreshed and re-display with empty fields to
allow entry of another expense.

6. Clickthe button in the For This Document You Can: areain the top
right. The Lodging/M& I E page will be displayed.

G. LODGINGAND M & | E

Lodging, and meal and incidental costs are automatically filled in according to the per
diem location rate when the Itinerary is saved. Costs for M& | E are automatically
adjusted for the first and last days of atrip. This section discusses the process to make
adjustments to Lodging and M/IE expenses.

Lodging/M&IE for 10-CFADG-10FL

ik Tig o this Bucument you can:
An asterish 71 18 1he Soedal column indiestes hat  senidiian has bees sclepied in the Advases i Looginglsh E siredos
Rawel Bl | Lixiging and WEBJE s mivris
B:WI.I Cortineg
rote —— fReet Pepite  Judited  JupAllied  JWEEAeed  [Peiliemfale  fSedd B L r Fows |
-anth 'a F G0 han =60 o1 a2
e oy =] a5 oann @ haa
& vanan: | B a0 o 2180 otim

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

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

The available functions on the Lodging/M& | E page

Updateicon L] used to update the lodging, meal and incidental costs

Click on the Update icon [ of the first Lodging/M&IE record to be
edited/modified. The Update Lodging and M& |E Expenses page will be

displayed.
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Reset icon used to reset the original per diemrates.

Click the Reset icon of the desired record to reset a specific
Lodging/M&IE record to the original per diem rates.

Replicateicon ] used to copy lodging expenses.

Only use the Replicate icon Ll to copy the lodging expense if the amount for
lodging is lessthan the Travel Manager calculated lodging rate.

Reset All button used to return all ratesto per diem amounts.

Click the L odging and M & | E expenses button in the For This
Document You Can: areain the top right to return all rates to the per diem
amounts.

Back button used to return to the previous page.

Click the button in the For this Document you can: areain the top
right of the page to return to the Expenses Entry page.

Usethe button in the For this Document you can: areain the top

right to continue to the Other Authorizations page.

1. Click the Update icon [¥] next to the date of the Lodging/M& | E cost to be
changed. The Update Lodging and M& | E Expenses page will be displayed.
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Update Lodging and M&IE Expenses for 10-AA03-020H (03/05/02)

Quick Tip For this 1
For thiz lodging day, you can edit specific actuals, leave data, meals —

provided status, lodging amourt, and if desired apply these changes ‘ Previous I Hext | Expensze

Save | Expenze Changes

farward using the apply through taol.
Lodging Override ILDdging and MAIE

Per Diem Rate: 36 /42

Lodging: ISE_DD Options I |_ Close | without Saving Changes
Conference Allowance

™ conference Allowance Conf Info
@ Conference Rate:
N Lodging
Limit: 0.00
T Meals

Breakfast: 0.00
Lunch: 0.00

Dinner: 0.00
Incidentals: 0.00

* Hone
i Annual

" Other
Hours: 0

[ Breakfast
I Lunch
I pinner

2. The Update Lodging and M&IE Expense page is divided into 5 sections:
Lodging, Conference Allowance, Actuals, Leave Data and Meals Provided.

The available functions on the Update Lodging/M& | E page

Usethe Expense button in the For this Document you can: areain the
top right to go forward to the next day’s costs.

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

Usethe _Overide | L odging and M & | E button in the For this Document
you can: areain the top right to modify the meal cost.

- Click the _Dveride | L odging and M& | E button in the For this
Document you can: area. The Overrides for page will be displayed.

- Enter the new amount in the M&IE Amount field.

IFM Travel Manager Preparer’s Guide 22
Travel Authorization
02//2004 TMV2.0



a.

- Click Overrides. The Update Lodging & M/IE page will be re-
displayed.

Indicate Lodging Cost:

(2) Click in the Lodging field and enter in the hotel cost.

Indicate Conference Allowance:

(1). Place a check in the checkbox for Conference Allowance in the
Conference Allowance area. Note: the conference allowablerateis
125% of the lodging cost.

(2).Click Conf Info button. The Conference page will be displayed.

(3). Enter 125 in the Rate field and enter the sponsoring Agency in the
Agency field.

(4).Click Conf Allowance. The Update Lodging/M&|E Expenses
screen will bere-displayed. The conference rate has been calculated and
the amount appears in the Conference Allowance area, Conference Rate.

(5). Enter the conference rate amount into the L odging field in the Lodging
area.

Indicateactual cost for Lodging or M&IE:

(1) Place acheck in the checkbox for ¥ Ledging o M Meals i the Actuals
area. The page will be refreshed and indicate the maximum per diem
amount allowed for Lodging.

(2) Enter the lodging cost in the Lodging field of the Lodging area at the top
of the page. For claiming actual meals, enter the specific amount for the
meal and/or incidental in the appropriate field.
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d. Indicate personal |leave:

(2) Click the radio button in the Leave Data area to indicate Annual or Other.
When Annual is selected eight hours is the default. If more than 4 hours
of leave is taken, the meals and lodging costs will be deducted from that
day’s expenses. Indicating leave on Travel Manager will not be recorded
on the Time & Attendance record.

(e) Indicate Meals Provided:

(2). Click the checkbox next to the type of meal(s) provided.

3. Click Expense Changes button in the For this Document you can: area
The Lodging/M& | E page will be re-displayed with the changes.

NOTE

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

4. Click the button in the For this Document you can: areain the top
right. The Other Authorizations page will be displayed.

H. OTHER AUTHORIZATIONS

The Other Authorizations window is used to display and print remarks on travel
documents. Y ou must indicate special circumstances -- for example, annual leave, in
the M&IE window to have your document calculation reflect them.

There are only two ways to access the Other Authorizations page. There is no direct
link on the Document Toolbar on the left side of the page.

To access the Other Authorizations page:

Click the button in the For this Document you can: area on the
Lodging/M& | E page in the top right.

OR

Click the Other Authorizations Details link located in the middle of the
Document Summary page.
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The following is a sample list of available Other Authorizations. Browse the list to
determine if and/or what approvals are necessary for the document.

Master List of Other Authorizations

15T CLASS MODE =

Aboard US Wesse| =

Actual Lodging ™"

Actual MEIE ™

AIRCEAFT: CONMTRACTOR DWYNED =
AIRCREAFT: SEE REMARKS ™
BUSINESS CLASS MODE ™
Conferance Allowance - Hon NASA
Contract Hotel ™

COTRE AFPPROWAL =

Crriver or Pilot - 10 passengers ™
E:xcess Baggage ™

E:xtended Foreign/Mon-Foreign % ™
E:xtended T

FOREIZM TRAVEL AUTHORIEED
Gov'tWehicle Authorized
IMWITATIONAL TRAWEL ™

LABOR MANASEMENT MEETING
Leawve or personal days taken ™
LOA COST/LOA MO COST ™
Lowwest Price Contract Carrier Mot Used™
Military Personnel Lodging ™

Military Perzonnel Meals ™

Military Personnel Traveler ™

Other 1 fadditional area for comments)

Other 2 fadditional area for comments)

FPassenger - Identify DriverPilot ™
PERMISSIWE TRAWEL

Bers'l Pref: Commerzial Transp.
FPers'l Pref: Privately Ciwned

FPers'l Pref: Rental Acquired

POV Advantageous ™"
FPRE-EMPLOYMENT INTERWIEW
FROGREAMMATIC TRAWEL ™

Eegistration Fee Entitlement **

Eental Car: Non-Economy ™

EUSSIAN TRAVEL AUTHORIZED

505 Medvac ™

Special Meeds for TravelerAttendant ™
SPONSORED IN-KIND TRAWEL **
SPONSORED REIMBURSABLE TRAWEL ™
Taxi at TOY Authorized

WWariations Autharized ™

Wicinity Mileage Authorized

Other Authorizations on Current Authorization
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NOTE

An Other Authorization with double asterisks indicates additional information
isrequired. Enter justificationsin the comments textbox on the Comments

page.

An Other Authorization that isin UPPER CASE may bring conditional Reviewers
into the routing for the document. For example, if 1% CLASSMODE** is
selected, a conditional reviewer who handles first class approval may be added to
the routing list when the authorization is stamped and signed. The double
asterisks indicate additional information must be entered to justify the first class
seating.

Salect an Other Authorization:

1. Click on the name of the Other Authorization in the Master List of Other
Authorizations. The other authorization type will be removed from the Master
List and will be placed at the bottom of the page in the Other Authorizations for
Current Document area. Thiswill alow entry of any additional information
required for approvals or may cause the document to be routed to a specific
Reviewer/Approver.

Other Authorizations on Current Authorization

!X Contract Hotel ™=

2. Enter justificationcomments in the comments textbox on the Comments page.
Refer to the section on Comments for instructions on adding comments to the
document.

3. Click the button in the For this Document you can: areain the top
right. The Available Accounting Codes page will be displayed.

. 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
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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 Information 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

For L T
Change |t0 A Different Croanization

Enter Search Criteria | Add | Mewe Accounting Cocde
Accounting Code  [[0301 (1040045423 Search | Retiieve | | Back | Continue

Master Accounting Codes

Guick Tip
Once two or more accounting codes are selected, the Allocation button is enabled.

Prev 10 Hext 10

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 areaand 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 I nfor mation 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 Deleteicon X to delete an account code
record fromthe travel document if you will no longer be allocating expenses to
the account.)

NOTE
The Organization field defaultsto “ 10" . DO NOT change it 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. u
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. Thisisareguired field. A listing
of travel object classesis available on the NASA HQ Travel Manager website,
http://travel.hg.nasa.gov. Click the Accounting Information link.

NOTE

The Object Class Code and the Internal Order are reguired 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: area inthe top right. The Available Accounting Codes page will be re-
displayed.

Available Accounting Codes for 10-CFAO08-01DC

Quick Tip For this Document you can:

Once tywo ar more accounting codes are selected, the Allocation button i : heiis

o Change |tl:| A Different Crganization
Enter Search Criteria Add | Mew: Accounting Cods

Accounting Code | Search | Rehieve | Backl Continue

Master Accounting Codes C counting Lakel to add to Document

Search Results Prev 10 Hext 10

Clazzification Code

f:? 10 DO90OXXO045423 090-10-C1, SAT4220030. .. FC100200, 2121, .. Extended

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.
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Available Accounting Codes for 10-CFAQ8-01DC

Quick Tip For this Document you can:

to A Different Organization

Once twa or mare accounting codes are selected, the Allocation button is

enahled.
Enter Search Criteria Add | New Accourting Code
Accounting Code I Search I Retrieve I Backl 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

y 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 alocated 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 | Ajocation Scr een 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 onthe 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 corner.

d. Expense indicates which specific expense is assigned to which accounting
code (e.g., one accounting code pays for M&IE 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 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 || 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:

(1) 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.
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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.

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

J. TOTALS

The Totals page summarizes the details of the expenses by expense category,
organization, and account label and amount. Cash advances are requested from the
Totals page. If a cash advance has been requested, it will be noted in the Advance
Requested field.

Total Details for 10-CFAQ8-01DC

Quick Tip For this [Il-i;cument-g_guu can:
Click the Wiew Advances for Document to add or update an advance. et e or ot
Total Estimated Expenses: 55500 Back I Tl e

Computed Advance Authorized: 0.00
Advance Reque=sted: 4,800.00

Expense Category Details

: v O ganization

COM CARIER 10 D090 DX X0045423 100,00
LODGING 10 DO901 DX A0045423 35600
MEIE 10 DO901 DX X0045423 99.00
RENTAL CAR 10 D090 DX X0045425 100,00

Expense Category Advance Details

Expense Category:

The Expense Category Details area, in the middle of the page, shows the allocations
of funds by expense category. An account label in the Expense Category Advance
Details area shows if an advance has been requested.

Request an Advance:

1. Click the View Advancesfor Document link in the For this Document you
can: areain thetop right. The Advances for page will be displayed.

2. Click the A%4] Additional Advances button in the For this Document you can:
areain the top right. The Available Accounting Codes for page will be displayed.
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3. Enter the account code label in the Account Code field.

4. Click the _Beti=ve | putton, The account code label will be displayed in the
Master Accounting Codes area.

5. 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 Advance Accounting Codes
for Current Document area.

6. Click the Update J icon. The Update Cash Advance page will be displayed.
7. Click the arrow next to the Type field.
8. Select EFT or Check as payment type.

9. Enter the amount in the Amount field.

10. Click the Advances Updates buttonin the For this Document you can:
areain the top right. The Advances for page will be re-displayed.

11. Click the .EE*.E_I Advances Screen page in the For this Document you can:
areain thetop right. The Total Details for page will be re-displayed.

12. Click the buttonin the For this Document you can: areain the top
right. The Comments page will be displayed.

K. COMMENTS

The Comments page displays the preset comments that were entered on the Itinerary
page. Additional comments may be added at this timeto justify any deviation from
normal methods of travel or for special requests. Any justifications for special
requests are entered into the Comments textbox.
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™ [iocument Preparation

e Comments for 10-CFAD9-10FL
w0 s
Trauede: @ Elikcapply' ared p il sswmends anm Desmibad Dk dho oommeinks: (i, Coowmeinks: caw ks b g d oty ndn b oo mowawks Bkl Comowavks gl b
o arbss dncuvark BT
Fatd Tusmbs i
e L i —
Bk
» [xwaredd Saraedn ki
¥ Tramslsn s T h b
» Hineram
¥ Tickstnd Torn s
» Exprams i LH
« LulginaWEE
» Becounking
= Tolak

1. If “Voucher due 5 days after completion of your trip” is not in the comments box,

click the M Preset Comments buttonin the For this Document you can:
areain the top right. Enter any other necessary comments after the preset
comments.

NOTE

Click the button to the right of the Comments box before t%i n
Freset

additional comments. If you enter comments and then click the ibutton,
your comments will be erased and replaced.

This comment box will be a vehicle to communicate with the approvers, reviewers,
and travel office. Please provide information regarding any special requests that
have been made on the documents such as: actuals, meals provided, annual leave,
air travel by NASA plane or larger rental car requested and why.

2. If comments are entered, click the Comments button in the For this
Document you can: areain the top right. The Document Summary page will be

displayed.
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L. DOCUMENT SUMMARY

On the Document Summary page you can view the summarized travel information
Any item on the document can be selected from this page for further review prior to
stamping and routing the document.

Document Summary For Authoriz ation 10-CF AD9- 10FL
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Mt iivsent Preaarain

Once the document has been reviewed, it can be signed, stamped, and routed.

1. Click the Document Status link on the Document Toolbar on the left side of the
page

or

2. Click the Document Status link on the Document Summary page. The Status
page will be displayed.

M. DOCUMENT STATUS

In this step, the document is electronically signed and stamped to route. Once the
document is stamped SIGNED, the routing process will begin.
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NOTE

The Satusto Apply valueis set to SGNED. DO NOT CHANGE IT.

1. Click inthe Signature PIN field and enter your established Signature PIN.

NOTE

The Remarks field is to be used by Reviewers and/or Approvers to note approval
or disapproval of the document. The Preparer or Traveler’s comments should be
entered on the Comments page.

IMPORTANT: Before signing the document be sure the correct routing list has
been assigned to the document. Click the Traveler link on the Document Toolbar
on the left side of the page to verify the routing list.

The Preparer can only change the routing list prior to the document being signed.
If the document has been signed, the document must be closed and the BASO

Resource Center (202-358-IFMP (4367)) should be contacted to make the change
to therouting list.

2. Click the and Submit Document button in the For this Document
you can: areain the top right. The Pre-Audit Results page will be displayed.

IFM Travel Manager Preparer’s Guide 37
Travel Authorization
02//2004 TMV2.0




N. PERFORM PRE-AUDITS

Travel Manager will automatically review the document for predetermined “flags’.
These items are indicated by a“PASS’ or “FAIL” status.

Pre-Audit Results for 10-CFAQ08-01DC

Quick Tip F
gllslé;::rﬂagnlfwng Glazs icon to view detail comments for each audit Pre-Audt Results
Document Hame: 10-CFAQS-010C _Continue | stampingthe Document
Type: Authorization ﬂl Pre-Audit Results
Traveler: BIRCH, BARBARA
Status: FAlL
By scTusLs EXIST PASS
[\ sPPROVED BY TRAVELRT PASS
[ spPROVED BY TRAVELRZ PASS
[ sPPROVED BY TRAVELRS PASS
EucasH apvances EXIST FAIL CASH ADYAMCES EXIST
[\ cONFERENCE ALLOWANCE PASS
v cosT LEss com. carr PASS
(v palLy EXPENSE THRESH PASS
Evexp catecoRY USED PASE
(v exp catEGORY USEDY PASE
Evexp catecoryY USED2 PASE
[£\ EXPENSE CATEGORES PASE
B\ LAUNDRYDRY CLEANING PASE
[\ LEavE EXISTS PASS
Eu L ary PERSONMEL PASS
[\ O CONTRACT ARFARE PASS
[\ oTHER AUTHORIZATIONS FaIL M ALID: TRAVEL CASH ADYANCE
[y oTHER ExPENSES PASS
v overrDE PASS
(3) Review the Pre-Audits Results that Travel Manager
processes for the document.

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

If changes are necessary prior to signing, click the Pre-Audit Results
button in the For This Document You Can: areain the top right,. The document
will not be stamped signed and will not be routed. The Open Existing Document
link, on the Document Toolbar on the left side of the page, can be used to reopen
the document to update.

Describe in the Comments text block on the Comments page any audit fails that
need further explanation such as actual lodging.

You will need to reenter your Signature PIN.

3. Click the Stamping the Document button in the For this Document

you can: areain thetop right. The document will be stamped, signed and routed.
The Travel Manager main page will be displayed. No other message is indicated.

Document Preparation

Prepaner One
Tremvelur:

[ Cresie s Mevwy Documend
[ Cpan Existng [oourent
e Fieremrs Cipgapments

[ Cobste ourreis

£ Copy Docuarent

[ gt Docursents

4. Ane-mail notification will be sent to the next person in the routing list to review
and stamp the document with the appropriate Status to Apply stamp.

NOTE

An e-mail notification is sent to the Traveler when the document is stamped
Returned, Canceled or A Travel Agent (ClI Travel).

0. OPEN EXISTING DOCUMENT (VIEW /UPDATE)

An existing document can be opened and modified or it can be viewed in a read-only
mode.

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.
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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. A list of Traveler names will
appear under the Traveler Listif you prepare documents for more that one
traveler.

3. Click on the name of the desired traveler from the Traveler List area. All
documents created for that traveler will be displayed in the area on the right.

[ T Do cusment Prenarati

L

Trenveler Listmg {Open Document ) Doomment Search {Open Doosment)
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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 status stamps
indicated in the Status column, some of which may be SIGNED, ADJUSTED,
REVIEWED, APPROVED, MGT REVIEWED, MGT APPROVED, A
TRAVEL AGENT, RETURNED, CANCELLED, or DISBURSED.

c. If adocument has the status of APPROVED, DISBURSED, DATALINK in
the Status column, the document has been locked and an amendment will be

required to add additional expensesto the travel document.
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4. Click the Open Document icon next to the document to be viewed. The

Open Document Signature page will be displayed. Note: [f the Preparer has not
stamped the document SIGNED, the Open Document Sgnature page will not
display, and the document will open to the Document Summary page.

Document Preparation
Upas: Open Document Signature _
T L S
signature boo Austment [ Gt Doreerant it View-Coriy

Er Crosie o Mew Dooursent Cawcel | Opering Document
* Open Basting

[ Rirmaves Courmengs

[ Debste Docurernss

¥ Copy Decususl

[ gt Doaoumants

a. Adjust or modify the document:

(1) Enter the signature pin in the Signature for Adjustment field.

(2) Click the to Review Document button in the For this Document
you can: areain the top right. The Document Summary page will be
displayed. The document can now be adjusted or corrected. After the
corrections are completed, the document will need to be stamped signed
and re-routed for the appropriate approvals.

b. Open the document in read-only mode:

(2) Click the Document as View-Only button in the For this
Document you can: areain the top right. The Document Summary page

will be displayed. Note: View Only will be indicated on the document title
line.
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Document Preparation
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5. Check the status of a document:

a. Click the Document Status link on the Document Summary page or click the
Document Status link on the Document Toolbar on the left side of the page.
The Status page will be displayed.

L T Document Precaration

LR Status for 10-CFADD- LOFL { View Onby)
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(1) Document Routing area indicates the next person to review the document.

(2) Document History areaindicates actions taken on the document. The
Document History shows the person who stamped the document, the
Status stamped used and the date and time the action was taken.

6. Print the document

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

the page. The Adobe Acrobat page will be displayed.
b. Click the printer icon on the menu bar. The document will begin to print.

c. Click the X in the right corner when the document has completed printing.
The document will be re-displayed.

7. Click the Close Document link on the Document Toolbar on the left side of the
page to close the document or click the Document Summary link on the

Document Toolbar on the left side of the page and click _E'2s€ | Current
Document on the For this Document you can: area on the top right.

8. By closing the document in this manner you will prevent an Edit Lock being
placed on your document. An Edit Lock would prevent any modificationsto be
made to the document.
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