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Chapter I  
GETTING STARTED
RULES OF THE ROAD

The following are a few tips for Travel Management Service (TMS) users:

(
Do not use your browser’s navigation tools except for the Print function.  The service was designed with its own navigational tools.

(
Single clicks are to be used throughout the service.

(
Keep in mind that you are actually on the Internet.  The speed of the application depends on your connection.

(
Make sure the page completely loads before entering information.

(
When entering phone numbers or credit card numbers do not include brackets () or hyphens (-). 

Please report any functional problems to the TMS Call Center via phone 1-800-440-2735.
NEW USER PROCEDURES 
This section of the guide steps you through accessing your Travel Management Service (TMS) account and setting up your User Profile.  It will also help you become familiar with the TMS.  

Note: You must complete the steps in this section before you may create travel plans for yourself or have them alternately prepared by another user.

Initial Login

You may access all of the TMS functions via the internet from the home page.  

To gain access to your account you must enter your Member ID and Personal Identification Number (PIN).  Your Local System Administrator will provide this information.  Once you you’re your Member ID and PIN, follow the steps below to login to the system.

1. 
Open your internet browser and type www.fedtraveler.com in the address bar.  
The TMS home page appears.

[image: image2.emf]


Figure I‑1: The Home page

Note:  The TMS has incorporated all travel-related information such as Weather, Map, Universal
    Currency Converter, ATM Locator, Food Courts, and Other Travel Services to the TMS
    Homepage under “Travel Planning.”  The Home page also displays related information to
    Travel Regulations, GSA Travel Information, Department of State Travel Advisories, Safety
    Guide, Flight and Airport Information, and Latest Travel News.

2.    Click the Start Your Journey button.  The Login page will appear.
3. Enter your Member ID (nine characters) by typing it in the field provided. (See Figure below.)

4. Enter your PIN by typing it in the field provided.  The first time you login to the system, you will use the last 4 characters of your Member ID for your PIN.  Later, after setting up your User Profile, you will change this to a secure PIN. (See Figure below.) 
Note:  For subsequent logins, if you forget your PIN, enter your Member ID then click on the link, “Forgot your PIN? Click here.”  Follow the onscreen instructions, and a random PIN will then be e-mailed to you.
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Figure I‑2: The Login page

5. Once you have entered the required information click the Login button. (See Figure above.)  

6. The Privacy Act Notice statement appears. Click OK to continue. (See Figure below.)
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Figure I‑3: You must agree to the Privacy Act Notice before continuing.
7. The system will prompt you to verify your e-mail address before logging into the TMS.  

Note: This verification will only occur upon initial sign on.  Thereafter, the system will open to the Organizer page.  See the Organizer Page section later in this chapter.

[image: image5.emf]


Figure I‑4: Verify your e-mail address.

8. If your e-mail address is correct continue by clicking the Submit button.  If your e-mail address is incorrect, modify the information then click the Submit button.  

9. Click OK in the pop-up window that appears.  (See Figure below.)
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Figure I‑5: Pop-up window for e-mail verification.

10. A confirmation window will appear explaining that a temporary PIN has been e-mailed to your account.  You will need to retrieve this PIN from your e-mail application before continuing.  (See Figure below.)
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Figure I‑6: Confirmation window for e-mail verification.

11. Select the Continue menu option to return to the Login page. (See Figure above.)

12. Once you have retrieved your temporary PIN from your e-mail, use it to log into the TMS.  Enter your Member ID and temporary PIN then select OK when the Privacy Act Notice statement appears.
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Figure I‑7: Sign on again using the temporary PIN.

13. The New User page will load with the Welcome message.  To set up your profile continue to the next section titled Setting Up Your User Profile.

Setting Up Your User Profile

As a new user signing onto the TMS, you are required to follow the steps in the New User module to verify and/or enter required information.  The required fields contain an asterisk to the left of them or appear highlighted (depending on your browser type).  You must complete this process to setup your TMS User Profile.

1. Click the Next menu option to proceed to subsequent User Profile pages. (See Figure below.)

[image: image9.emf]


Figure I‑8: Welcome screen for first time login.

2. The Personal Information page of your profile appears.  Enter/verify the data displayed.  Required fields appear marked by a red asterisk.  (See Figure below.)  

3. To select a state, click the drop-down arrow located to the right of the State field, ([image: image10.emf]

), and choose the appropriate two-letter abbreviation.  
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Figure I‑9: Personal Information page.

4. After entering the required information, select the Next menu option to proceed to the Financial Information page.  (See Figure above.)

Note: To exit the system and return to the Login page at any time, select the Log Off menu option.  However, doing so will cancel any changes you have made.

5. To enter data on the Financial Information page, click in the appropriate field then type your information.  For fields with a drop-down arrow, ([image: image12.emf]

), click the arrow and select the appropriate option.  (See Figure below.)
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Figure I‑10: Financial Information page.
Note: If your organization uses Vendor Codes this section is not required.  Vendor Codes are data codes used by certain accounting systems.  Otherwise, the Account Type, ABA Routing Number, and Account Number fields must contain correct data to ensure prompt reimbursement via electronic fund transfers (EFT).

6. After entering the required information select the Next menu option to proceed to the Employment page.  Selecting the Previous menu option will return you to the Personal Information page.  (See Figure above.)

7. To enter data on this page, click in the appropriate field then type your information.  For fields with a drop-down arrow, ([image: image14.emf]

), click the arrow and select the appropriate option.  (See Figure below.)
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Figure I‑11: Employment Information page.

8. Enter your e-mail address in the E-Mail Address1 field.  This is the only required field on this page.  (See Figure above.)

Note: This field is required in order to use the Online Booking Engine.  You will receive notification of any changes to your travel reservations and confirmations of your ticket purchases via the e-mail address entered in this field.  The system also notifies you via e-mail when your document has been approved.

9. In the E-Mail Address 2 field, which is optional, you may enter a device e-mail, for example, Palm Pilot, Web-enabled Cell Phone or Blackberry device.  Also, if an alternate preparer will create travel documents for you, enter that person’s e-mail address in this field.  (See Figure above.)

· If you do not wish to receive e-mail notifications that your document was approved, that you have documents to approve, etc. place a check in the box next to “Click here to block incoming e-mail messages.”  You will, however, continue to receive e-mails regarding your itineraries.  (See Figure above.)

10. Select the Next menu option to continue to the Credit Card page.  (See Figure above.)
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Figure I‑12:  Government Card page.

11. To enter data on the Government Credit Card page, click in the appropriate field then type your information.  For fields with a drop-down arrow, ([image: image17.emf]

), click the arrow and select the appropriate option.  (See Figure above.)

12. Select the Next menu option to continue to the Save Profile page.  
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Figure I‑23: Save Profile page.

13. On the Save Profile page, enter the temporary PIN you received from the system via e-mail in the Old Pin field.  (See Figure above.)

14. In the New PIN field you must create your own pin.  Your New PIN must consist of at least 8 characters and a maximum of 20; a new PIN must also contain at least (1) upper case letter, (1) lower case letter and (1) number.  (See Figure above.)

15. Re-enter your new PIN in the Confirm New PIN field.  (See Figure above.)

16. Click the Click here to save profile button.  (See Figure above.)

Note: Any changes made to your User Profile must be physically saved by coming to this page and entering your PIN then clicking the Click here to save profile button.
17. After saving your profile the TMS Organizer page appears.  From this page you may access all the other functionality of the travel system.  For more information on this see the section titled Organizer Page later in this chapter.

NEW MESSAGE
Whenever a new message is posted on the Message Board the traveler will be alerted about the new message via the New Message screen after login, before the Organizer page.  The traveler will have the option of viewing the new message immediately or be directed to the Organizer page.  The alert screen gives the user the option of clicking the check box so the new message page will not be displayed again.
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Figure I‑34: New Message alert.
MESSAGE BOARD
A list of the new enhancements or announcements from the TMS will be displayed for the traveler to view.
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Figure I‑45: Message Board page.
WORKSHOP 1

1. Sign in using the Member ID and PIN provided by your instructor.

2. Select Modify from the menu, to edit your user profile to reflect your personal information. 

3. Enter the PIN _________________ and save your changes. 

4. Exit the system then log back in using the new PIN you created in step 3.

Notes:_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
ORGANIZER PAGE

The TMS Organizer page is the starting point for all procedures in the system. 
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Figure I‑56: Organizer page.

From the Organizer page you can access your My Travel Desktop, download supporting documents, download web clippings, update your User Profile information, access your Travel Preferences profile, access the Reporting function (if you have that capability), access the Toolbox (if you have that capability), look up updates or changes made to the TMS through the Message Board (available only when updates or changes to the TMS have been added) and view your Schedules and Itineraries. 
Menu Bar 

The TMS has a navigational toolbar throughout the system which will allow the user to access the following system functions without requiring them to log out of the application.  
MyOrganizer link - directs the traveler to the Organizer page
MyProfile link - directs the traveler to their User Profile
Contact us link - list the TMS contact information 
Help link - assist the user with maneuvering through the application

Tutorials link - an interactive e-learning center for the service 
Home - directs travelers to the TMS Home/Portal page
Logout – allows travelers to exit the TMS from any location within the service  

MENU OPTIONS

Modifying Your User Profile

To modify your user profile, select the User Profile menu option.  The Personal Information page appears.  You may access the rest of the pages of the profile by selecting them from the menu on the left side of the page.
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Figure I‑67: Personal Information page of User Profile.

The procedures for modifying your profile are almost identical to the procedures found in the New User Procedures section of this chapter.  The two differences are:

(
Instead of clicking the Next menu option to continue to a new section, you can select the menu option that corresponds with the specific page you intend to modify.

(
Instead of having to go through all the profile sections to save your modifications, you may select the Save Profile menu option at any time.

Accessing Your Travel Preferences

You may store your frequent flyer numbers and other travel-related membership information in your traveler profile.  To access this feature, select the Travel Preferences menu option from the Organizer page.  
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Figure I‑78: Travel Preferences page.

To enter your preferences, click on the specific item from the menu on the left of the page: Personal, Air, Car, Hotel, or Other; then follow the steps below.  Remember to click the Save Profile button to have your changes take effect. 

Note: The Phone and Billing pages display the information contained in the TMS User Profile and are “Read Only” pages.  Any changes to this data must be done in the TMS User Profile.
1. Click on the drop-down arrow in the Airline field and select the airline for which you will enter the frequent flyer number.  (See Figure below.)

2. Enter the frequent flyer number in the Number field.  (See Figure below.)

3. Click the Add button.  (See Figure below.)
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Figure I‑89: Frequent Flyer Information page of Traveler Profile.

Note: To enter a frequent flyer number for Southwest Airlines, go to the “Other” menu option and scroll to the bottom of the page.

Adding membership numbers for Car and Hotel chains follow the same basic steps.  Remember any changes to your profile must be saved by clicking on the Save Profile button.

Viewing Reservation Schedules 

From the Organizer page you may search for flights and fares to your destination cities.  You may not reserve these fares but you may send the selected schedules via fax or e-mail to yourself, to another traveler or to an approving official.  You may also search for hotel accommodations, rental car information or train schedules for Amtrak.

To access this feature, follow the steps below: 

1. Click on the Schedules menu option on the Organizer page.  

2. Enter Traveler Information, Flight Information, Additional Information (Optional) and select a Find option then click the Next button.  (See Figure below.)
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Figure I‑20: Schedules page of Online Booking Engine.

3. For Car, Hotel or Rail information click the appropriate link at the top of the page.  (See Figure above.)

4. To return to the Organizer page, click the Return to Organizer link found at the top of the page below your name.

Note: For more details on the rest of the process refer to the section Online Booking Engine in Chapter II of this manual.

· To have a list of flights faxed or e-mailed to you, place a checkmark in the appropriate box in the Additional Information Section.

Viewing Current Itineraries

From the Organizer page you may review the itineraries that you have created for yourself or another traveler.  To access your itineraries, follow the steps below.

1. From the Organizer page, select the Itineraries menu option.

2. Click in the radio button (the small white circle) at the beginning of the row for the itinerary you wish to review.  (See Figure below.)

3. Click the Select button below the itineraries list.  (See Figure below.)
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Figure I‑21: Itineraries page of Online Booking Engine.

At this point you have the option to add a car or hotel or to change your flight reservations by sending a message to agent.  To learn more about the Message to Agent function, see the section titled Message to Agent immediately following this section.  You may also have the itinerary faxed or e-mailed to you or to anyone you specify.

Note: In order for you to cancel an itinerary created using the Online Booking Engine you must delete the corresponding travel plan on your desktop.  Any portion of your itinerary not created by the Online Booking tool must be canceled manually. 

Message to Agent

The Message to Agent function allows you to add specific reservation instructions to an existing reservation.  To access this function, you must first access the itinerary which you will be modifying.  (See the immediately preceding section, Viewing Current Itineraries.)

Once the itinerary needing modification has been selected, follow the steps below to utilize the Message to Agent function:

1. Click the Message To Agent button.  (See Figure below.)
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Figure I‑22: Itinerary page showing Message to Agent button.

2. When the message window appears, type the request or question you may have concerning your reservation.  

3. To send your message to the offline agent, click the Send button.

Note: If you need to make changes to your selected flights you must first use the Schedules link from the Organizer page (see section Viewing Reservation Schedules earlier in this chapter) to obtain the new flight details.  Then, send this data to the offline agent using the Message to Agent function.  (See Figure below)
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Figure I‑93: Message to Agent window.

4. To return to the Organizer page click the Return to Organizer link, located below your name at the top of the page.  (See Figure above.)

Note: To return to the Itinerary page without sending a message, click the Cancel button.

DOWNLOADING PDA CLIPPINGS 

· To download a Palm Pilot web clipping, select the appropriate clipping under the Tools section and follow the onscreen instructions.
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Figure I‑104: Tools block.

DOWNLOADING DOCUMENTATION

· To download the Introduction to the TMS manual or Quick Reference Guide, select the document you intend to download located under the section titled Documentation.
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Figure I‑115: Documentation block.

MY TRAVEL DESKTOP 

The Travel Desktop contains the functionality necessary to create all your travel documents.  To access your Travel Desktop, select the Show Desktop button under the My Travel section of the Organizer page.  (See Figure below)
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Figure I‑126: My Travel block and Show Desktop button.

The My Travel Desktop page displays.
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Figure I‑137: My Travel Desktop.

Desktop Menu Definitions
This is the central tracking area of the TMS.  The left side of the Travel Desktop contains a list of menu options that are used to create or access all your travel documents.  (See Figure above)

The definitions for each of these options follow:

· Open Document - This option provides access to a travel document with a status of Incomplete, On Hold or Returned.

· Travel Plan - This option creates a travel plan for an individual traveler going to one or more destinations.

· Expense Report - This option creates an expense report from an approved travel plan for itemizing all actual expenses incurred during a travel.

· Local Expense - This option is used to claim reimbursement for travel taking no more than twelve hours and within your local boundaries.  

· Blanket Travel - This option allows a traveler to travel on the same cost center for an extended amount of time.  Travel Plans created based on a Blanket Travel document are automatically approved; however expense reports must still go through an approval process.

· Amendment – This option allows the traveler to make changes to Approved Travel Plans or Completed Expense Reports.  Use this function to change the departure or arrival dates on an Approved Travel Plan or to add previously unclaimed expenses to a Completed Expense Report.  This option gives the traveler the option to reimburse the government if overpaid or to claim a reimbursement that is owed.

· Alternate Preparer - This option allows a user to create travel documents for another traveler.

· Group Travel - This option allows you to create one travel plan for multiple travelers. 

· Duplicate Plan - This option is used to duplicate a travel plan which has a future departure date (any date greater than the current date).

· Sponsored Travel - This option creates a travel plan where another organization will pay for part of your travel expenses.

· NTE Travel – This option allows you to create a travel plan with a maximum allowed spending limit.  Expenses incurred beyond this limit are the traveler’s responsibility and are not eligible for reimbursement. 

· Doc. Control - This option allows you to “Submit” a document with a status of On Hold, Delete a document, or Hold a document with a status of Under Review.  You may also view a detailed summary, printout or history of the document.  If your document has a status of Under Review, the name, e-mail address, and phone number of the current approver(s) will be displayed along with the current level of approval and the job title of the approver.

· Organizer - This option allows you to return to the Organizer page.

Document Information
The right side of the Travel Desktop displays two tabs each containing a document list: My Archive and My Travel.  (Approving officials will see a third tab between the two just mentioned.  This tab is titled My Approvals.)  (See Figure below)
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Figure I‑148: Travel Desktop tabs.

The My Archive tab contains a list of past documents, i.e., expense reports which have had no activity for 15 days after the final approval action has taken place on them.  For more information on this tab and its functions, refer to the section titled My Archive Desktop found later in this chapter.

The My Travel tab contains a list of current documents that are still active.  These documents may be Travel Plans, Expense Reports, Blanket Travel Plans, Local Expense Reports, etc.  

The column headers in the document list identify the type of data contained in that column for each type of document.  Definitions for these headers appear below:
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Figure I‑159: My Travel Tab field names in document list.

· Refresh Icon 
[image: image35.wmf] 

 - This icon lets you select or deselect a radio button. 

· Msg. [image: image36.jpg]


 – This field displays an icon that allows you to view all comments made by an approver when returning your document. 

· Type - This field displays the type of document.  For example, Travel Plan, Expense Report, Local Expense, Amended Plan, Amended Report, etc.

· Traveler - This field displays the name of the traveler.

· Status - This field displays the status of each document created.  For example: On Hold, Under Review, Incomplete, etc.  For more information on document status, refer to the section titled Document Status found later in this chapter.

· Final Destination - This field displays the last city visited.

· Begin Date - This field displays the first date of travel.

· Act. - This field notifies you that the TMS has posted your transaction to the accounting system for reimbursement.  If you mouse over the $ icon an estimated date of payment appears in a pop-up box. 

Document Status
The status of your document identifies the stage at which it currently resides in the approval process.  Below you will find a list of the possible statuses your document may have. 

· Incomplete - This document is still in the process of being prepared.  To continue preparing the document, select the radio button next to the document then select the Open Document menu option. 

· On Hold - You are holding the document on your Desktop pending further action.  To submit the document for approval at any time, select the radio button next to the document you intend to submit then select the Doc. Control menu option.  Select the Submit button when the Doc. Control page appears.  To continue to make edits to the document, select the radio button next to the document then select the Open Document menu option.

· Under Review - You have submitted the document for review to your approving officials.  If you would like to remove the document from the approval chain, select the radio button next to the document you intend to put on hold then select the Doc. Control menu option.  Select the Hold button when the Doc. Control page appears.

· Returned – Approving officials have rejected the document you submitted and returned it to you with a message indicating the reason for rejecting it.  You may view this message by clicking on the envelope icon appearing in both the document list and in the My Travel block of the Organizer page.

· Approved – Your travel document has been approved.  No further editing may be done to it.  If the document needs modifying you must use the Amendment function described in detail in the section titled Preparing an Amended Plan found in Chapter II of this manual.

· Complete - You have completed all processing for the document.  This is the final status for an expense report.  To make any further edits to this type of document you must use the Amendment function described in detail in the section titled Preparing an Amended Report found in Chapter III of this manual.

· Amended – You have made changes to a document that has gone through all previous levels of approval.  Travel plans may be amended to reflect changes in departure or arrival dates.  Expense reports may be amended to reflect reimbursable expense not previously claimed.

· Awaiting Approval - This status appears only on the Approval Desktop page of approving officials and indicates a document needing review.  

MY ARCHIVE DESKTOP 

Documents are automatically archived 15 days after your final approver signs off on the Expense Report.  All archived documents will show a status of Complete.  Keep in mind that the TMS uses single line documentation; therefore any documents attached to a particular Expense Report will be archived as well.  (Example: the Travel Plan, Amended Plan, and Amended Report will be associated with one Expense Report).

To access your archived documents, follow the steps below:

1. Select the My Archive tab located at the top of the My Travel Desktop page.
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Figure I‑30: My Archive Desktop and field names in document list.

2. To restore a document back to your Travel Desktop to print or for auditing purposes, etc., click the radio button to the left of the document then select the Restore Document menu option.  This places documents back on your My Travel Desktop.

3. Simply click the My Travel tab to return to the My Travel Desktop, click the radio button for the restored document and select the Doc. Control menu option.  There you will be able to print the document, view a summary of the document or review the document history.

Note:  To exit this page, select the Organizer menu option.

Chapter II  
TRAVEL PLANS
STEPS TO CREATE A TRAVEL PLAN
· Enter the date you will begin travel then click the Add button.

· Enter the first four letters of the city that you will visit and click the Cities menu option on the left hand side of the page.  Locate the city in the list and click once on its name to select it. Notice that your City, State, Country, and Airport Code fields populate for you.

· Select a Segment Type.  (See Appendix A for a list of segment types and their definitions.)
· Select a Payment Type.

· Assuming that you will arrive at your destination the same day, enter the date you will leave that city in the Depart field.

· Select the Purpose of your trip then click the Add button.

· Define your Reservations, either Online or Manually.

· Define any Other Expenses you might incur (optional).

· Specify any Days Excluded for personal days (optional).

· Any additional comments can be added by selecting the Comments button (optional).

· Enter required Justifications.

· View the Financial Summary details of the trip by selecting the Complete Plan menu option.

· Submit the document for approval.

PREPARING TRAVEL PLANS

This section of the guide will walk you through the process of preparing a Travel Plan.

[image: image38.emf]

  - This menu option is used to create a document that contains estimated costs for travel.

Travel Plan Page Options
The left side of the Travel Plan page contains a list of system functions that pertain to creating and submitting a Travel Plan.  The right side of the page lists the travel segments that have been identified for the trip.  (See Figure below)  

Menu options and user actions contained on this page appear below.  Some menu options do not appear until after the travel segments have been added to the plan.  Those options are identified below.
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Figure II‑1: Travel Plan main page after adding all travel segments.

· Complete Plan - This option displays a Financial Summary of your document.

· Cities - This option displays a list of cities from which to select.  When selecting a city from the list, the City, State, Country, and Airport Code fields will be populated (recommended).  This function also ties the per diem allowances to your travel documents based on the City/State selected.
· Countries - This option displays a list of countries from which to select.  This function is only used for foreign travel.   

· Rail Codes - This option displays a list of cities and their corresponding rail station codes from which to select.  Be sure to select the Cities link described above first as this will tie the per diem allowances to your Travel Plan then use this option to find the rail station to which you will travel. 

· Comments - This function allows you to add comments to your Travel Plan.  Upon submission of the Travel Plan for approval, each approving official reviewing the plan will see the comments displayed on their approval page.
· Days Excluded - This option removes per diem allowances for each day selected.  This function may only be accessed after adding a travel segment to a specific location.  
· Justification – This option appears only when a travel plan contains non-standard items, exceptions to the travel regulations or expense items that carry specific reasons for inclusion.  Click this option to document the reasons for these situations, for example to justify why you do not have a required receipt or why you have taken a non-contract flight.  

· Other Expenses - This option allows you to enter other expenses that might be incurred during travel.  This function may only be accessed after adding a travel segment to a specific location.

· Reservations - This option is used to create hotel, rental car, and travel reservations for your trip.  You can access the Online Booking Engine from this page or enter the information manually.  This function may only be accessed after adding the Return Home segment of your trip.

· Return to Desktop - This option returns you the My Travel Desktop.  Any changes you have made will automatically save to your document.  If you have not added any segments to your Travel Plan you will need to select this option twice before returning to the desktop.
The right side of the Travel Plan page keeps track of the segments you have added.  At the end of each row you will find the links to user actions which allow you to make changes to these segments.  Those links are described below:
· Mod - This option is used to modify this segment of your Travel Plan

· Del - This function allows you to delete this segment of your Travel Plan.

Entering Travel Segments
To enter the travel segments for a travel plan follow these steps:

1. From the My Travel Desktop, select the Travel Plan menu option.

[image: image40.emf]


Figure II‑2: Travel Plan main page – Adding Departure Segment.

2. Click the drop-down arrows ([image: image41.emf]

), next to each block of the Depart Date field to select the appropriate month, day and year for your departure date.  (See Figure above.)  To use the calendar function, see the section titled Using the Calendar Option later in this chapter.
Note: The system automatically populates the Departure City, State, and Airport Code in the appropriate fields with the information contained in your User Profile.  To change the departure city, enter the first few letters of the new city in the City field then select the Cities menu option.  (For more on this topic see step # 6.)  To make a permanent change to your departure information, modify your User Profile.  (See Chapter I Getting Started)
3. Click the drop-down arrow ([image: image42.emf]

), next to the Purpose of Trip field to select the appropriate purpose code.  (See Figure above)

4. Click the Add button to add this segment to your travel plan.  It will appear on the right side of the page as the first line item.  (See Figure below)

[image: image43.emf]


Figure II‑3: Departure segment added; first city destination form displayed.

5. The destination city form appears.  To add the city you intend to visit enter the first few letters of the city name in the City field then select the Cities menu option. 

6. From the City Selection page, select your destination city by clicking once on its name. (See Figure below.)

[image: image44.emf]


Figure II‑4: Destination city list

Note: The City, State, Country and Airport Code fields are automatically populated.  To manually enter the State, Country and Airport Code information, click in the appropriate field then type the data.  (This is not recommended.) 
The system will automatically provide the city per diem rates for the destination city specified.  If the city entered is not in the Cities list, the system can automatically apply the county per diem rates for that location.  In order for the system to correctly identify the destination city, the traveler must enter the full city name and select the state.  The Travel Management Service (TMS) will then search for the correct county rates for that location.

· If the City entered is not recognized by the system or the county cannot be identified, a default page will appear giving the option to use the default (CONUS or OCONUS) per diem rates.  The system will also allow the traveler to make another city selection.  (See Figure below.)
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Figure II‑5: Destination city list

· The list will appear repositioned in alphabetical order.  You have the option to change your search by entering the first few letters of the city and clicking on the Search button or clicking a letter on the keypad.  (See Figure above.)
7. Click the drop-down arrow ([image: image46.emf]

) to the right of the Segment Type field and select the appropriate segment type for your trip.  See the Appendix A for a list of segment types and their definitions.

[image: image47.emf]


Figure II‑6: Segment Type list

8. Click the drop-down arrow ([image: image48.emf]

) to the right of the Travel Mode field.  When the list appears, click on the appropriate selection for your trip.  Travel mode refers to the method by which you will travel from your departure city to your destination city/cities.  

[image: image49.emf]


Figure II‑7: Travel Mode list

Note:  If you will be traveling via a Land Segment (train, bus, rental car, etc.) make sure you change your travel mode to the appropriate options, NOT Commercial Flight or Contract Flight.  Once you open the Online Booking Engine you will have the option to reserve train tickets or just car and hotel reservations, depending on the Travel Mode you select.  (For online booking instructions for rental car or hotel, refer to the section titled Online Booking later in this chapter.)

9. Click the drop-down arrow ([image: image50.emf]

) to the right of the Payment Method field.  When the list appears, click on the appropriate selection for your trip.

10. Click the drop-down arrows ([image: image51.emf]

), next to each block of the Depart Date field to select the appropriate month, day and year for your departure date.  (See Figure below)  To use the calendar function, see the section titled Using the Calendar Option earlier in this chapter.

[image: image52.emf]


Figure II‑8: Date Selection drop-down lists.
Note: The system automatically assumes that you will arrive in your destination city on the same day you leave your departure city.  Therefore, you will most often only need to change the Depart Date field.  If you need to change the arrival date just follow the same procedure identified in Step #10.

11. Click the Add button to add this segment to the travel plan.  It will appear below your departure segment on the right side of the page.  (See Figure below)
12. The system defaults to the Return Home segment.  Simply review the details and click the Add button to complete your travel plan segment list.  (See Figure below)
Note: To add more segments (for visiting more cities) change the Segment Type from Return Home to another, more appropriate, option and repeat steps 5-11.
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Figure II‑9: Return Home segment

Using the Calendar Option

You may alternatively enter the date by using the calendar icon ([image: image54.emf]

).  To do so, follow the steps below.  

· Click the calendar icon next to the date field. (See Figure below.)
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Figure II‑10: Departure Segment – Calendar icon.

The Calendar appears with the current day, month and year highlighted.  (See Figure below)
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Figure II‑11: Using the Calendar function to enter dates.

· To change the month, select the drop down arrow ([image: image57.emf]

) next to the Month field then select the month.  The calendar will change to that month.  Repeat these steps for changing the year.  (See Figure above.)

· To change the date, click on the Day that pertains to your trip.  (See Figure above.)

· Click the Choose this date link for the change to take effect.  (See Figure above.)

· The new date is populated in the Depart Date field of your segment.  

TRAVEL PLAN MENU OPTIONS

Note:  The menu options defined from this point on can only be accessed after clicking the Add button on your Return Home segment.

Reservations
[image: image58.emf]

 - This menu option allows you to add reservation information to the segments of your trip.  You may also view the Maximum Lodging and Maximum Meals & Incidental Expenses (M&IE) rates.
To access the Reservation page, select the Reservations menu option from the Travel Plan page.
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Figure II‑12: Reservations Page.
From this page, you may access the TMS Online Booking Engine to make your reservations online or you may enter your reservation information manually by entering the data in the corresponding fields.  For instructions on how to manually enter your reservation information, see the section titled Manual Reservations later in this chapter.
Online Booking Engine
Online Booking is available for making flight, hotel, train and car rental reservations.  Each type of reservation may be accessed through the Online Booking Service.  In order for you to have access to Online Booking, you must have a valid User Profile with all required information entered into the appropriate fields unless the reservations will be made using a Centrally Billed Account.
To make online reservations, follow these steps:

1. For each form on the Reservations page (labeled Segment 1, Segment 2, etc.), click the down arrow to the right of the Departure Time field then click on your selection.  (See Figure below.)
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Figure II‑13: Departure Time field on Reservations page

2. Select the Online Booking menu option.  The system will search for flights based on the airport code, date and time specified on the Reservation page. (See Figure below.)
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Figure II‑14: Flight Schedules page.  Click on “Select” to choose a flight.

Note: If you chose Train as your Travel Mode in the Segment Details, the system will display schedules for train selection instead of flight selection.

The list of schedules that appears will be sorted by Option Number with all Government Contract Airlines appearing first in the list.  You have the option to resort your flight selections by Departure Time, Arrival Time or Airline.  

· To resort click on the column header of the column you want to use as the sort criteria.  The list of flights will be repositioned to your selection.  For example, click on the Departure column header and the list will be repositioned from the earliest departing flights to the latest departing flights.

· To have the list of flights faxed or e-mailed to you, enter the number or address in the space provided and click the appropriate button found at the bottom of the page.

3. Click the Select link to designate the flight you would like to take.  You may have to scroll down to view other selections.
4. Select the return home flight for the date you will be returning home by clicking the Select link corresponding to your flight of choice. 

Note:  If you select non-contract flights, the TMS will add an entry in the Justification section of your Travel Plan.  This entry will contain a link to the Federal Travel Regulations website so you may better understand the regulations governing the selection of non-contract flights.

After making your selection, both of the flight schedules you selected will display for your review.  (See Figure below)
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Figure II‑15: Flight selection summary page.

5. 
Select the Next button to get a fare quote for these flights.

Note:  You may select the Back button to make changes to your flight selection.

The QuikQuote page displays.

[image: image63.emf]


Figure II‑16: Fare quotes for requested itinerary.
This page shows your requested itinerary and different Fare Options for government travelers.  

You can sort the schedules and fare display by Option, Duration, Departure, Arrival, Airline and Fare.  To resort the list, click on the column header (Option, Duration, Departure, Arrival, Airline or Fare) and the system will reposition the list according to the option selected.  The Duration column displays the length of time of each flight.

6. 
To reserve a fare option, click on your selection (Lowest Published, Non Restrictive, Non Penalty, Federal YCA Fare –recommended- or First Class).

To view more flights use the scroll bar to the right of the page.

After making your selection the Reserve Itinerary page is displayed.

[image: image64.emf]


Figure II‑17: Reserve Itinerary page - Car reservation link.

At this point you may make car and hotel reservations or reserve your flight selections only.  The following sections will outline the steps necessary to make Car Reservations and Hotel Reservations.  If you will not need a rental car or hotel, you may skip ahead to the section titled Making Your Reservations.
CAR RESERVATIONS

To reserve a rental car follow the steps below:

1. 
From the Reserve Itinerary page, click on the Reserve A Car icon.

· Your destination city is listed under the Car icon.  Be sure you are reserving the car in the correct city.
The Reserve a Car page is displayed.

[image: image65.emf]


Figure II‑18: Car reservation setup page.
Your trip parameters are displayed on this page.  You may either accept these defaults or edit your Pick Up Date/Time and Drop Off Date/Time by clicking on the drop-down arrow next to each field.
2. Click the Continue button to proceed.

The Rental Agency page displays.
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Figure II‑19: Car Reservation - Car Company selection page.
3. To select the agency from which you wish to rent click on the agency name link appearing in the list.
Note:  Rental car agencies showing a double star icon, ([image: image67.emf]

), represent agencies offering a government contract daily rate.  These agencies will appear first in the list followed by non-contract agencies.

The car type page appears.
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Figure II‑20: Car Reservation - Car Type selection page.

4. Select your car size by clicking on the name of the car type in the list.  
5. Select the Continue button at the bottom of the page to save your selections and return to the Reserve Itinerary page.  
· Scroll to the bottom of the page to view the Rental Car information you selected, e.g., rate per day, a confirmation number, etc.
HOTEL RESERVATIONS

To reserve a hotel follow the steps below:
1. From the Reserve Itinerary page, click the Reserve A Hotel icon.

· Your destination city is listed under the Hotel icon.  Be sure you are reserving the hotel in the correct city.

[image: image69.emf]


Figure II‑21: Reserve Itinerary page - Hotel reservation link.
The Reserve a Hotel page appears displaying your trip parameters.  At this point, you may accept the defaults or change your room type preference, hotel chain preference and the number of nights you will need the hotel.  
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Figure II‑22: Hotel reservation setup page.

· If you will not be staying in a specific hotel for the duration of your trip you have the option to change the Nights Needed field to reflect the actual nights you will be staying.  You must also send a Message to Agent informing the offline agent of the nights for which you will need the hotel.

2. To select a Room Type, click the drop-down arrow to the right of the Room Type field then click once on your selection.

3. To search for specific hotel chains, click the drop-down arrow to the right of the Preferred Hotel Chain field then click once on your selection.

4. To search for hotels within a certain number of miles from an address or airport, click in the Find hotels within … miles of field and enter the number of miles.

a. Next, click the radio button for either Address or Airport.  

b. If you choose the Address option, you must enter at least the City and State in which to search.  If you choose the Airport option, either accept the default or enter another airport city/code in which to search for hotels.

5. Click the Continue button to view the results of the hotel search.

A list of hotels that match your search criteria is displayed.  Above this list you will see the lodging per diem rate for this location.  If your destination city contains Federal Premier Lodging Properties (FPLP), these will appear first in the list of hotels along with their rates.

[image: image71.emf]


Figure II‑23: Hotel selection page.  If FPLP list appears, choose one of those hotels.

This page displays the addresses, phone numbers, amenities, the number of miles from your search criteria, a map of the area and the hotel rate for each hotel.  Use the scroll bar to view the rest of the hotel options.

Note: You may sort your hotel selections by Property Name, Miles, Address or Rate by clicking the drop-down arrow to the right of the Sort results field and clicking once on your choice.

(
For a brief description of each amenity icon, select the Amenities Legend label above the rate of the first hotel or just click on one of the icons listed for the hotel.  The bold icons designate which amenities that particular hotel offers.

(
Click the Click Here link located to the right of your hotel selections to view a map and get driving directions for the hotel selected.

6. To view room rates for a FPLP hotel click on the hotel name.  For a non-FPLP hotel, click the link labeled Click Here to View Rooms and Rates found above the hotel name.
The list of available rooms is displayed.
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Figure II‑24: Hotel Reservation - Room selection page.
7. Make your selection by clicking on the radio button beside your choice then click the Continue button.

· If the Room Selection page returns a message indicating “No room information available,” then the hotel has no vacancy left for your travel dates.  If you prefer to stay at this particular hotel, however, you may click the Continue button to have an offline agent call and try to secure a room there.

Note:  If you select a hotel room above your Per Diem Rate for your TDY location a message will appear stating “This hotel selection exceeds the GSA maximum allowable lodging rate of $XXX.” (The dollar amount depends on your TDY location).  To continue click the OK button.
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Figure II‑25: Warning message when lodging choice exceeds per diem allowance.
A list of Currently Selected Hotels is displayed.

[image: image74.emf]


Figure II‑26: Hotel Reservation - Currently selected hotels page.

Notice the first hotel you selected is assigned Priority 1.  It is recommended to select three hotels in case the first hotel is not available.

· To remove a hotel from your priority list select the radio button next to the hotel you intend to remove then click the Remove from List button.

· To change the priority level of a hotel, click the radio button next to the hotel you intend to change then click the Move Up or Move Down buttons.

8. After making your hotel choices, click the Continue button to return to the Reserve Itinerary page. 
· Scroll to the bottom of the page to view the Hotel information you selected, e.g., the rate per night, driving directions, a confirmation number, etc.
· To change your car rental or hotel reservations, click the Edit Car or Edit Hotel icon and refer back to the corresponding section of this chapter.

Making the Reservations

After verifying the information presented is correct, scroll to the bottom of the Reserve Itinerary page. There are three options available to you at this time.  

· If you need to add any remarks to the agent, enter them in the Additional Information field.  

· If you did not select the government contract fare you will be required to select a justification by clicking the arrow to the right of the Notice field and selecting an option.

· You can select specific seats on your flights (if available) by selecting the Select seats from maps radio button under Seating Options area.
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Figure II‑27: Reserve Itinerary page.  Click the reserve button to create a full itinerary.
9. To reserve this itinerary and allow an agent to choose your seats, click the Reserve button.
The Itinerary page is displayed with the airline, rental car, and hotel reservation information you selected.  Review the information on your itinerary and print a copy for your records.

· Your itinerary is automatically e-mailed to you.  To have a copy of your itinerary faxed or e-mailed, scroll to the bottom of the page then click the button that corresponds to your intentions.

10. If you have special requirements which must be communicated to an online agent, you may do so by clicking the Message to Agent button and typing a text message.  Click the Send button to deliver the message.

11. To return to your Travel Plan, click the Return to Segment button found above the Message to Agent button.
Manual Reservations
If you are manually entering your Reservations that means you have done the following:

· Called the travel agent and provided them with your Off Line Document Number.

· They made your reservations and provided you with the flight, hotel and car rental information.
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Figure II‑28: Reservations Page
To populate the fields on this page follow these steps:

1. Click the drop-down arrow to the right of the Airline field.  From the list of airlines, click once on the name of the airline with which you have your reservations.
2. Enter the flight in the Flight # field.

3. Click in the Airfare field and enter the amount of the ticket.  Make sure you enter the total amount of the ticket.  
4. If you have a confirmation number enter it in the Ticket # field.  

5. Click in the Hotel field and type the name of the hotel where you have your reservations.
· The per diem lodging allowance is displayed.  To change this amount, highlight the field then key in the amount (no dollar symbol, $, is necessary).  It must be of equal or lesser value.  
6. If you have a confirmation number enter it in the Hotel Confirm. # field.
7. Enter the rental car agency with whom you have made your reservations by clicking in the Rental Car field and typing in the agency name.

8. To select a particular car size, click the arrow to the right of the Rental Car Size field then make your selection from the list.

9. Enter the cost of the car per day by clicking in the Daily Rental Car Cost field and typing in the dollar amount.  

Note: Only enter the daily rate for the Rental Car.  Example: The rental car will cost you $30 per day; only enter $30 in the Daily Rental Car Cost field.  The system will calculate the number of days you will need the rental car and add that amount on the Financial Summary page.

10. To select a payment method, click the arrow to the right of the Pay Method field.  When the list of available payments appears, click once on your selection.

11. Click the arrow to the right of the Travel Mode field to access the list of available transportation types.  Make your selection from the drop down list by clicking once on your choice.

Using a Privately Owned Vehicle

If you select Privately Owned Vehicle as your Travel Mode, a Mileage button will appear.  Click this button to enter the mileage type and the number of miles you will be traveling.
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Figure II‑29: Privately Owned Vehicle mileage button.
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Figure II‑30: POV Reimbursement Options

1. Select the type of mileage you intend to claim (Advantageous to the Gov., Gov. Car not convenient, etc.) by clicking the appropriate radio button.

2. Enter the number of miles you intend to travel (one way) in the Number of Miles field.

3. Select the Return to Reserv. menu option to return to the Reservation page.
Other Expenses
[image: image79.emf]

 - This menu option allows you to enter expenses that might be incurred during travel.  If you’re traveling to a foreign country you may also use the Exchange Rate function to convert expenses in foreign currency back to US dollars.

To access this page, select the Other Expenses menu option from the Travel Plan page. 
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Figure II‑31: Other Expenses page

To enter your expenses, follow the steps below:
1. Click the drop-down arrow ([image: image81.emf]

) to the right of the Expense field and select the appropriate expense item.
· To enter a mileage expense, follow the steps listed in the Entering Mileage section found immediately following this section.
2. To enter the expected date of the expense, click the drop-down arrow ([image: image82.emf]

) to the right of the Month field and select the appropriate month.  Repeat the same process to enter the Day and Year.

3. Enter the dollar amount of the expense in the Amount field.

4. Click the Add button to register the information you entered.

Note: The expense will appear in a list of itemized expenses on the right-side of the page.  (See Figure above)
5. Repeat the preceding steps to add more expenses or select the Return to Plan menu option if finished entering expenses.
· To delete an expense from the itemized list, click the DEL link to the right of the expense you want removed. 

· To modify an expense from the itemized list, click the MOD link to the right of the expense being modified.
Note:  The system will allow for you to enter the same trip expense(s) multiple times on the same date (e.g. parking, taxi, etc.)
Entering Mileage

To claim your mileage as an Other Expense, follow these steps:

1. Select the Mileage expense item from the drop down list of expenses.

2. To enter the expected date of the expense, click the drop-down arrow ([image: image83.emf]

) to the right of the Month field and select the appropriate month.  Repeat the same process to enter the Day and Year.

3. Enter the number of miles claimed in the Nbr. Miles field then click the Calculate button.  The calculated dollar amount appears in the Amount field.

4. Click the Add button to register the information you entered.

Justifications
[image: image84.emf]

- This menu option allows you to enter the reasons for any items in your travel plan; which fall outside the parameters defined by the Federal Travel Regulations or your agency.
To access the Justification page, select the Justifications menu option from the Travel Plan page then follow the steps below:
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Figure II‑32: Justifications page
1. Place your cursor in the Justification field and type in a brief explanation.

2. After entering all required justifications, select the Return to Plan menu option to return to the Travel Plan page.
Note: If you selected a non-contract flight in your reservations, a justification for that choice must   be entered here.  The TMS provides a link to the Federal Travel Regulation website along with this justification entry so you may better understand the regulations governing the selection of non-contract flights.

Days Excluded
[image: image86.emf]

 - This menu option is used to identify days you intend to exclude from the per diem calculation.  Any days where the traveler will take leave or a personal day may be specified using this menu item.
To access the Exclude Days page, select the Days Excluded menu option from the Travel Plan page.
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Figure II‑33: Exclude Days page
A list of the days included in your Travel Plan appears.  This is where you will mark the date(s) which will be excluded from all per diem allowances including rental car charges.
1. Click in the box to the left of the date(s) you intend to exclude.  

2. Select the Return To Plan menu option to return to the Travel Plan page.
Comments
[image: image88.emf]

   - This menu option allows you to add comments to your travel document
for your approvers to view.

To access the Comments page, select the Comments menu option from the Travel Plan page, then follow the steps below:
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Figure II‑34:  Comments page
1. Enter your comments in the text box provided.

2. Select the Return To Plan menu option to return to the Travel Plan page.

Complete Plan
[image: image90.emf]

  - This menu option is used to view the financial information associated with your travel plan as well as submit the document for approval or place it on hold.  For more information on submitting a travel plan for approval, see the section titled Submitting Your Travel Plan later in this chapter.
FINANCIAL SUMMARY PAGE

To access this page, select the Complete Plan menu option from the Travel Plan page.
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Figure II‑35: Financial Summary page
The Financial Summary page contains several sections of information: a summary block, an allocations block and an advance block; and several menu options pertaining to the submitting of your travel document.

Depending on your organization’s preferences you may also have a project code block.  This manual will cover each type of block in a separate subsequent section immediately following this section.

Advance Block
The Advance payment field defines the type of travel advance you want to receive for your trip.  If your User Profile contains a government issued credit card then your only option will be ATM Withdrawal.  Otherwise, more options appear.  (See Figure below)
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Figure II‑36: Travel Advance options
Follow the steps below to request an advance.

1. Click the drop-down arrow ([image: image93.emf]

) to the right of the Advance field.
2. Choose the type of advance from the list of available advances.  

3. Click the Calculate button to determine the advance amount.  The TMS automatically populates the Amount field based on predetermined rates provide by your organizational officials.  
4. You may increase or decrease this predetermined advance amount, however you must provide a justification if you increase the amount.

Note:  If you select an advance and decide not to use it, select  “No Advance” from the Advance Type field.  The dollar amount will automatically be zeroed out from the Advance field.  
Project Code Block
The Project Code block allows you to define the purpose of your trip in greater detail.
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Figure II‑37: Project Code drop-down box.
To enter a code, click the drop-down arrow ([image: image95.emf]

) to the right of the Project Code field, then click once on your selection.

Trip Allocations Block

Cost Center
The system automatically defaults to the Cost Center and Object Class that your System Administrator assigned in your User Profile.  
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Figure II‑38: Trip Allocations block

To change the Cost Center default, follow the steps below:
1. 
Click the Insert link located to the right of the first Amount field.

The Cost Center list appears.
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Figure II‑39: Cost Center list

2. Click the blue link for the Cost Center you intend to charge for the travel.  (See Figure above)
3. You may select a Cost Center from another Organization or Search for more Cost Centers by following these steps:

a. Select the organization the Cost Center belongs to by clicking the drop-down arrow to the right of the Organization field then clicking once on the appropriate organization.
b. Select whether to search by Descriptions or Cost Centers by clicking the drop-down arrow to the right of that field and clicking once on your choice.
c. You may enter the first few characters of the Description or Cost Center for which you are searching in the text box next to the Search button.  If you do not know this information you may skip this step.

d. Click the Search button.

e. After locating the Cost Center, click once on the link for your choice.

4. The Cost Center you selected populates the corresponding field in the Trip Allocations block.

Object Classes

You may change the Object Class in the same manner as the Cost Center.  Follow the steps below:
1. Click the Insert link located to the right of the Amount field for the accounting line with which you are currently working.

[image: image98.emf]


Figure II‑40: Trip Allocations block

2. Click the blue link for the Object Class you intend to use.
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Figure II‑41: Object Class list
3. If the Object Class you intend to use is not listed, use the following steps:

a. Select whether to search by Descriptions or Object Classes by clicking the drop-down arrow to the right of that field and clicking once on your choice.

b. You may enter the first few characters of the Description or Cost Center for which you are searching in the text box next to the Search button.  If you do not know this information you may skip this step.

c. Click the Search button.

d. After locating the Object Class, click once on the link for your choice.

4. The Object Class you selected populates the corresponding field in the Trip Allocations block.

Split Allocations
This option allows you to divide the cost of your trip between different Cost Centers and/or Object Classes.

To split amounts to another Cost Center and Object Class, follow the steps below:

1.  Click the Insert link next to the first zero dollar Amount field.  (See Figure below.)
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Figure II‑42: Trip Allocations block
2. Click the link for the Cost Center you intend to charge for the travel.  
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Figure II‑43: Adding another cost center
3. Click the same Insert link as in Step 1 above.  

4. Scroll down to the Object Class list and click the link for the Object Class you intend to use.
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Figure II‑44: Adding another Object Class
5. Enter the dollar amount to charge to the second Cost Center in the Amount field.  
· Initially, the full cost of the trip is assigned to the first line entry in the Trip Allocations block.  The allocation assigned to the second line of accounting is subtracted from the amount charged to the first line of accounting.  For example, in the scenario below, the total trip cost is estimated at $1,280.50.  After charging $640.25 to the second accounting line, only $640.25 appears charged to the first accounting line.  (See Figure below.)
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Figure II‑45: Financial Summary page - Summary of Expenses and Split Allocations
SUBMITTING YOUR TRAVEL PLAN
There are 3 menu options related to your travel plan on the Financial Summary page.  They are summarized below.

· To make further edits in your Travel Plan, select the Return to Plan menu option. 

· If you are waiting for more information pertaining to your Travel Plan, you may place the document on hold by selecting the Hold Document menu option.  If you select this option, the system will automatically return you to the Travel Desktop page where you will see your document listed with a status of On Hold.  If no further edits are necessary, you may submit your plan through the Document Controls page.  (See the section titled Document Control Options immediately following this section)
· To forward your travel plan to your approving officials, select the Submit Document menu option.  If you select this option, the system will automatically return you to the Travel Desktop page where you will see your document listed with a status of Under Review.
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Figure II‑46: Travel Desktop with Under Review status on document
Note: When you submit your travel plan, the TMS automatically routes your document through your approval chain notifying the approver(s) via e-mail.

Note: If any Justifications are needed, you will be re-directed to that page first.  Simply enter the reasons as described in the Justifications section of this chapter then select the Complete Plan menu option.  (See Figure below)
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Figure II‑47: Justification page with link to Complete Plan

DOCUMENT CONTROL OPTIONS
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  - This menu option provides the functions to view a detailed history of the document, print the document, place the document on hold, submit a document that is on hold, delete the document, view who the current approver is, the levels and job titles your document must route through before approval and view a detailed summary of the information added to the document.

To access this page follow the steps below:

1. Click the radio button corresponding to the document with which you intend to work.

2. Next, select the Doc. Control menu option from the Travel Desktop page.

The Document Control page is displayed.
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Figure II‑48: Document Control page
Note: If your document is Under Review, the current approvers name, e-mail address, phone number, approval level and job title will be displayed on this page to inform you of “Who is reviewing my document” and the “Current Approval Level”.  (See Figure above)
Print
This option displays a print preview of the document.  You will find a detailed Itinerary, accounting details, and an estimated cost for the trip. This page will also display the Authorized Digital Signatures of your approving officials. 

To obtain a hard copy of your document, follow the steps below:

1. Click the Print button.

[image: image108.emf]


[image: image109.emf]


Figure II‑49: Print Preview from Document Control page
2. Click the Print button ([image: image110.emf]

) from your browser’s toolbar at the top of the screen. (This is the only browser function that you may use with the system).

3. To return to the Document Control page, select the Back button ([image: image111.emf]

) found at the top of the page before the first line of text.  (See Figure above.)
Summary
This option displays a daily breakdown of the estimated expenses the traveler intends to incur during travel, an itinerary for the locations the traveler intends to visit, all financial information, other expenses claimed, hotel/rental car and ticket information along with any items that require a justification. 

To view a detailed summary of the document. 
1. Click the Summary button.
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Figure II‑50: The Summary page from Document Control.
2. Select the Return to Doc. Control menu option to return to the Document Control page. 

History
This option allows you to view the date and time of creation of the document, the type of document, the name of person who created the document, the traveler for whom the document was created and the name of the approving official who authorized the document.

To view the detailed history of the document: 
1. Click the History button.
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Figure II‑51: Document History page from Document Control
2. Select the Return to Doc. Control menu option to return to the Document Control page.

Submit, On Hold, Delete Options
To perform any of these functions, click the corresponding button. The options available depend
on the status of your document.

· To Delete a document from the Document Control page the document must have a status of Incomplete, On Hold or Approved.  

Note:  When deleting a travel plan with an Approved status, the status will change to Canceled.  Also, you may not delete an expense report with a status of Complete.
· To place a document On Hold from the Document Control page the document must have a status of Under Review.  This button replaces the Delete button when it appears.

· To Submit a document from the Document Control page the document must have a status of On Hold.  This button will appear below the Summary button when it appears.
WORKSHOP 2

1. Prepare a Travel Plan to Seattle, WA manually, for past dates.  The trip should begin on 02/02/2004 and end on 02/06/2004.

2. Select an airline then manually enter the total airfare for $250.00.

3. Enter “Marriot” for your hotel choice.

4. Manually enter the data for renting an Economy car form Hertz.  Enter $25 in the Daily Rental Car Cost field.

5. Add the following expenses: 

a. Taxi

$85.00

b. Gasoline

$20.00

c. Parking

$15.00

6. After completing these steps, review the financial details of the trip then submit the document for approval.

Notes:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________________________________________________________________________________________ ____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
PREPARING A BLANKET TRAVEL

This section of the guide walks you through the process of creating a Blanket Travel document.

Defining Blanket Travel Parameters
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  - This option allows you to create a travel request for an extended period of time.  You may specify the date range and the default per diem amounts authorized by the Blanket Plan as well as limit travel to specific geographical locations or specific purposes.  
Note: The Blanket Travel must have an Approved status before you may create a Travel Plan against it.  When you submit the Travel Plan, however, it appears on the Travel Desktop with an automatic status of Approved.

To create a Blanket Travel document, follow these steps:

1. Select the Blanket Travel menu option from the Travel Desktop page.

2. Specify the beginning and end dates of your Blanket by clicking the drop-down arrow to the right of the Month, Day and Year fields of the Open date of blanket and Closed date of Blanket blocks.  When the drop-down list appears, click once on your choice to select it.
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Figure II‑52: Blanket Travel Plan page
3. Click the Calculate button in the Calculate Est. Totals block to load the estimated totals for your per diem allowances.
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Figure II‑53: Adding per diem amounts to a Blanket plan

4. To limit travel to specific geographical locations, enter the first few letters of the city to which the Blanket Plan will be limited in the Limit Travel To These Locations field then click the Select/Add button.  (See Figure below)
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Figure II‑54:  Limiting a Blanket plan to certain locations

a. The cities list has been repositioned based on the characters you entered for your search.  You may also change your search by typing in the first few letters of the city name in the text box then clicking the Search button.
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Figure II‑55: The cities list
b. Click on the name of the city you wish to add as an authorized destination.  
c. Repeat Steps 4-4b to add additional cities to your Blanket Travel.  Each city you select will appear in the list of cities in the Limit Travel To These Locations block.

· The traveler’s home city will appear first in the authorized destination list.  

· To delete a city, click the Remove link to the right of the city you wish to delete.
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Figure II‑56: List of valid city destinations for Blanket plan
Note:  This will prevent Blanket Travelers from choosing non-authorized cities as a travel destination.

5. To limit travel to specific purpose(s), click the drop-down arrow next to the Select a Purpose field.  
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Figure II‑57: Selecting a Purpose Code for the Blanket Travel Plan

a. Click once on your choice of Purpose Code.

b. Click the Add link next to the drop-down arrow.

c. Repeat steps 5-5b to add additional purpose codes to your Blanket Travel document.

6. To change your default Cost Center, click the Insert link located to the right of the first Amount field. (See Figure below)
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Figure II‑58: Trip Allocations block
7. Click on the name of the Cost Center to which you intend to charge the travel.
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Figure II‑59: Cost Center list

· The Cost Center you selected populates the corresponding field in the Trip Allocations block.

· You may select a Cost Center from another Organization or search for more Cost Centers by following these steps:

a. Select the organization the Cost Center belongs to by clicking the drop-down arrow to the right of the Organization field then clicking once on the appropriate organization.

b. Select whether to search by Descriptions or Cost Centers by clicking the drop-down arrow to the right of that field and clicking once on your choice.

c. You may enter the first few characters of the Description or Cost Center for which you are searching in the text box next to the Search button.  If you do not know this information you may skip this step.

d. Click the Search button.

e. After locating the Cost Center, click once on the link for your choice.

8. To change your default Object Class, click the Insert link located to the right of the first Amount field.  (See the figure in Step #6.)

9. Click on the name of the Object Class you intend to use.  (See the figure below)
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Figure II‑60: Object Class list

· The Object Class you selected populates the corresponding field in the Trip Allocations block.
· If the Object Class you intend to use is not listed, use the following steps:

a. Select whether to search by Descriptions or Object Classes by clicking the drop-down arrow to the right of that field and clicking once on your choice.

b. You may enter the first few characters of the Description or Cost Center for which you are searching in the text box next to the Search button.  If you do not know this information you may skip this step.

c. Click the Search button.

d. After locating the Object Class, click once on the link for your choice.

Submitting Your Blanket Travel Document

There are 4 menu options on the Blanket Travel page.  They are summarized below.

· To forward your travel plan to your approving officials, select the Submit Document menu option.  If you select this option, the system will automatically return you to the Travel Desktop page where you will see your document listed with a status of Under Review.
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Figure II‑61: Blanket Travel Plan awaiting approval

Note: When you submit your Blanket Travel document, the TMS automatically routes your document through your approval chain notifying the approver(s) of the awaiting plan via e-mail.

· If you are waiting for more information pertaining to your Blanket Travel Plan, you may place the document on hold by selecting the Hold Document menu option.  If you select this option, the system will automatically return you to the Travel Desktop page where you will see your document listed with a status of On Hold.  If no further edits are necessary, you may submit your plan through the Document Controls page.  (See the section titled Document Control Options earlier in this chapter.)

· To stop working on your Blanket Travel Plan without submitting it, select the Return to Desktop menu option.  The Blanket Travel Plan will appear on your Travel Desktop with a status of Incomplete.  The system automatically saves the work done so far.  To continue working with it, simply click the radio button for the document and select the Open Document menu option from the left side of the page.

· To return to the desktop without saving the work done so far, select the Cancel menu option.  The Blanket Travel Plan will appear on your Travel Desktop with a status of Incomplete.  To begin working with it again, simply click the radio button for the document and select the Open Document menu option from the left side of the page.

Upon final approval of your Blanket Travel document, you may start creating travel plans based on that Blanket.  When the traveler submits these plans they will appear on the desktop with an automatic status of Approved.  See the section titled Creating Travel Plans Based on a Blanket following this section.

Creating Travel Plans Based on a Blanket

To create a travel plan based on a blanket travel document, the blanket must have a status of Approved.  The travel plan will have all the restrictions/limitations defined within the blanket travel document.  Follow the steps below to create a travel plan based on a blanket document.

From the Travel Desktop page:
1. Click in the radio button for the blanket travel plan you will use as a base document.

2. Then, select the Travel Plan menu option from the left side of the page.

· The Travel Plan page appears with the blanket travel limitations listed at the bottom.

Note: If a traveler attempts to select a destination city that is not authorized by the blanket plan, a warning message will appear stating, “[City] is not an authorized travel location.”  [City] will vary according to the Travel Plan.
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Figure II‑62: Travel Plan based on Blanket plan with defined parameters
3. Continue to create the travel plan as described in the section titled Preparing Travel Plans found earlier in this chapter.

4. When ready to submit your travel plan, follow the same steps for submitting any other travel plan found in the section titled Submitting Your Travel Plan earlier in this chapter.

5. The travel plan will be automatically approved and appear on the Travel Desktop. 
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Figure II‑63: Travel Plan based on approved Blanket plan is approved automatically

ALTERNATE PREPARING
This section of the guide steps you through the process of using the Alternate Preparer menu option.  After preparing a document for another traveler, the traveler’s name and document information will appear on your desktop as well as on his/her desktop.
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  - This menu option is used to create Travel Plans for other travelers as well as Local Expense Reports, Blanket Travel Authorizations, Sponsored Travel and NTE Travel documents.  The Commandeer Document function allows access to documents created by another alternate preparer.  
The Alternate Preparer may not prepare documents for travelers that have not activated their accounts.  An alert appears if an alternate preparer tries to select a user whose account has not been activated. The Alternate Preparer is also restricted to selecting travelers that belong to the organizations defined by their administrators. 
Note: You may alternately prepare a Travel Plan and submit it.  You may alternately prepare an Expense Report as well, but you may not submit the Expense Report.  As the Alternate Preparer, your only option is to place the Expense Report On Hold.

To alternately prepare a Travel Plan document for another traveler follow these instructions:

1. Select the Alt. Preparer menu option from the Travel Desktop page.
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Figure II‑64: Alternate preparer options

2. Click the radio button next to the Travel Plan option in the Document Type block.
3. Click on the name of the traveler for whom you are preparing the Travel Plan.
· To select a traveler from another organization, click the drop-down arrow to the right of the Search by Organization field.  Then click once on the name of the organization where the traveler resides.  Next, click the Search button. The names list will populate with travelers’ names from the selected organization.
4. Prepare the Travel Plan as described in the Preparing Travel Plans section found earlier in this chapter.
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Figure II‑65: Commandeer Document option from Alt. Preparer page.
Commandeering Documents
Note: To access a document created by another alternate preparer, click in the radio button for Commandeer Document option.  Then, click the name of the alternate preparer who created that document.  From the list that appears, select the document with which you wish to work.
This function provides the ability to move documents from one alternate preparer to another.  It must be enabled by a system administrator from within the User Profile. 
To access a document created by another alternate preparer, click the Commandeer Document radio button then click on the name of the alternate preparer from whom you will retrieve the travel document.  
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Figure II‑666: Commandeer Document option

From the list of documents that appears, select the document you intend to commandeer by clicking on the document number.  The document type, status, traveler name, final destination and trip begin date will appear next to each document number.
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Figure II‑677: Selecting the Document using the Commandeer option

After clicking the document number a confirmation will appear to make sure it is the document you want.
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Figure II‑688: Pop-up for using the Commandeer option.
NOTE:  Documents with a status of Canceled or Complete may not be commandeered

When a travel document has been commandeered, the document History contained in the Doc. Control will reflect the action.  Notice the history information provided when a document is commandeered.
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Figure II‑699: History of Document showing change.
Once the document has been commandeered the traveler will receive an email notifying them that their document has been moved to a new alternate preparer desktop within their organization/agency.
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Figure II‑70: E-mail notification of Commandeered Document.
GROUP TRAVEL 

This section of the guide will walk you through the process of creating Group Travel.  
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 - This menu option is used to create travel authorizations for a group of travelers in your organization.  You will receive a message telling you that you will need to call an offline agent or send a Message to Agent in order to complete the reservations for the group.  
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Figure II‑71: Group Travel message after selecting travelers
Before creating a group travel document, all travelers in the group must have already signed on to the travel system and updated their profiles.  Otherwise, you will receive a message indicating this when you click on a traveler’s name who has not logged on.
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Figure II‑72: Error message when traveler has not signed in to travel system.
To create a Group Travel document, follow the steps below:

1. Select the Group Travel menu option from the Travel Desktop page.

2. Select the travelers from the list that appears by clicking once on the name of each traveler.  As you select each name, it will be added to the Travelers selected for group travel box.

3. After selecting all travelers, select the Create Plan menu option.  (See Figure below.)
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Figure II‑73: After selecting all travelers, click on Create Plan.
4. Create the travel plan as described in the Preparing Travel Plans section found earlier in this chapter.
5. Once you create the Travel Plan, make your Online Booking selections and add a Message to Agent to your itinerary.  (See Figure below) 
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Figure II‑74: Sending a Message to Agent advising of group nature of itinerary
· Upon final approval of the Travel Plan, each traveler will see it on his/her individual desktop and the Alternate Preparer will see the travel plans for all members of the group.
DUPLICATE PLAN 
This section of the guide will walk you through the process of creating a Duplicate Plan.  This function will automatically duplicate all aspects of a future travel plan for yourself or another traveler with the exception of reservation information.
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  - This menu option is used to duplicate travel authorizations for other travelers or for you. 
Note:   To duplicate a Travel Plan you must choose a document that has a begin date that is greater than or equal to the current date.

To create a Duplicate Travel Plan, follow these steps:

1. On the Travel Desktop page, select the Travel Plan you will duplicate by clicking the radio button to the left of it.

2. Select the Duplicate Plan menu option from the Travel Desktop page.
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Figure II‑705: Duplicate Plan menu option from Travel Desktop page
3. Select the name of the traveler for whom you are preparing the Duplicate Plan (you may also select yourself).
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Figure II‑716: Select the name of the traveler for whom the travel plan will be duplicated.
All the information from the original Travel Plan is copied to the new plan except for reservation data.  
4. Select the Reservations menu option from the Travel Plan page to reserve your flight, hotel or rental car through the Online Booking Engine.  If you already have your reservations you may enter them manually on this page.
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Figure II‑727: Travel Plan page for Duplicate Plan function
Note: You may duplicate a Travel Plan and submit it.  You may prepare an Expense Report as well from the duplicate Travel Plan, but you may not submit the Expense Report.  Your only option is to place the document On Hold and have the actual traveler verify all the information and submit the Expense Report for approval.

5. Continue making edits to the document specific to the needs of the new traveler as described in the section Preparing Travel Plans found earlier in this chapter. 

6. Submit the document as described in the Complete Plan and Submitting Your Travel Plan sections.

SPONSORED TRAVEL
This section of the guide walks you through the process of creating a Travel Plan that will be sponsored by an agency you are assisting on a project, special assignment, etc.  
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 - This option allows you to specify which expenses will be reimbursed by the agency sponsoring the trip.

To create a Sponsored Travel document, follow these steps:

1. Select the Sponsored Travel menu option from the Travel Desktop page.
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Figure II‑738: Creating a Sponsored Travel document
2. Create the Travel Plan using the same steps specified in the section titled Preparing Travel Plans.  
3. Select the Complete Plan menu option to access the Financial Summary page.

4. Click the Sponsored Travel link in the Summary of Expenses block.  This icon appears as a pair of binoculars. 
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Figure II‑749: Click the binoculars to specify the sponsored amounts.

5. Enter the amount the sponsoring agency will reimburse your agency in the Sponsored Amount field next to each expense category.  (See Figure below)
6. Enter any other remarks in the Additional Comments block.
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Figure II‑80: Enter the amount sponsored by the other organization.

7. Select the Return to Fin. Summ. menu option to return to the Financial Summary page.

The amount that will be reimbursed by the sponsoring agency is indicated next to the Sponsored Travel field and the Allocation Total field displays the amount the traveler will be reimbursed by his/her agency.
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Figure II‑81: Financial Summary page showing the Sponsored Travel amounts.

Your Travel Plan is ready to be submitted to your Approving Officials.

8. Select the Cost Centers and Object Classes as described in those sections earlier in this chapter.

9. Select the appropriate action from the menu on the left side of the Financial Summary page.  (For more information on each of these actions see the section titled Submitting Your Travel Plan earlier in this chapter)
NON-FED SPONSORED TRAVEL
This section of the guide walks you through the process of creating a Sponsored Travel document where the sponsor is a Non-Federal employer.  The traveler must specify the type of sponsorship: Payment in Kind, Payment in Cash, or Reimbursable amount.  The totals of these types must equal the total amount sponsored.
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- This option allows you to specify which expenses will be reimbursed by the specific type of sponsorship.

To create a Non-Fed Sponsor Travel document, follow these steps:

1. Select the Non-Fed Sponsor Travel menu option from the Travel Desktop page.
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Figure II‑82: Non-Fed Sponsored Travel
2. Create the Travel Plan using the same steps specified in the section titled Preparing Travel Plans.  

3. Select the Complete Plan menu option to access the Financial Summary page.
4. Click the Non-Fed Spon Travel link in the Summary of Expenses block.  This link appears as a pair of binoculars. 
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Figure II‑83: Non-Fed Sponsor link

5. Enter the amount the sponsoring agency will reimburse your agency in the Sponsored Amount field next to each expense category.  (See Figure below.)

· The amounts entered in the Sponsored Amount fields must also be distributed among the three payment types appearing directly below.  Those payment types are described as follows:

· Payment in Kind – The traveler receives the item purchased as opposed to a cash payment.  For example, airline tickets, train tickets, the sponsor pays for the hotel room directly.

· Payment in Cash – The traveler receives a cash payment amount to cover necessary expenses.

· Reimbursable Payment – The traveler incurs the expense and is reimbursed through an expense report.

6. Enter any other information regarding the sponsor in the Additional Comments block.
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Figure II‑84: Sponsored amounts breakdown

7. Select the Return to Fin. Summ. menu option to return to the Financial Summary page.

Note:  Once you return to the Financial Summary page, the amounts listed in the Total Payment in Kind and Total Payment in Cash fields are displayed in the (Non-Fed Spon Travel) field and subtracted from the travelers estimated total.  Only the amount listed in the Total Reimbursable field is added to the traveler’s estimated total and displayed in the Trip Allocations Amount field.

Your Travel Plan is ready to be submitted to your Approving Officials.

8. Select the Cost Centers and Object Classes as described in those sections earlier in this chapter.

9. Select the appropriate action from the menu on the left side of the Financial Summary page.  (For more information on each of these actions see the section titled Submitting Your Travel Plan earlier in this chapter)

[image: image154.emf]


Figure II‑755: Sponsored amounts and traveler reimbursable amount
NOT TO EXCEED (NTE) TRAVEL 

This section of the guide will walk you through the process of creating a Not To Exceed (NTE) Travel document.  NTE Travel is used for Training travel where the traveler is given a maximum cost amount.  If the traveler exceeds the allotted amount, the excess costs will either be charged to a different cost center or will be paid out of pocket by the traveler.
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 - This option allows you to create a travel plan with a limited amount of 

funds available for training on a travel plan and expense report.  NTE travel is associated with one cost center while any amounts in excess of the NTE amount are assigned to a different cost center or paid by the traveler.  
To create a Not To Exceed travel document, follow the steps below:
1. Select the NTE Travel menu option form the Travel Desktop page.

2. Create the travel plan as described in the section Preparing Travel Plans found earlier in this chapter.

3. Select the Complete Plan menu option to access the Financial Summary page.

Note: This page contains an extra block not found on the Financial Summary page of other travel plans: the NTE Amount block.  (See Figure below)
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Figure II‑766: NTE Travel Financial Summary page.
4. Enter the maximum dollar amount allotted for this travel in the text box of the NTE Amount block then click the Calculate button next to it.

· The system will display not only the total cost of the trip but also the estimated Out of Pocket expense to the traveler based on the amount entered in Step #4.  (See Figure below)

If appropriate, the traveler may add another cost center to the Trip Allocations block to cover the amount in excess of the Not To Exceed figure.  For details, on how to do this, see the section titled Split Allocations earlier in this chapter.

Note: Approving officials may also add cost centers to NTE documents by using the Edit Financial Details function of the Approver’s page.
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Figure II‑777: Financial Summary showing NTE amount and Out of Pocket expense to the traveler.
5. Select the Submit Document menu option.

6. A message box appears stating this document is “Requested travel per Govt Employees Training Act.”  Click OK.

[image: image158.emf]


Figure II‑788: Govt Employees Training Act message
The system will return you to the desktop where you will see the document labeled Travel Plan (NTE) with a status of Under Review.
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Figure II‑799: NTE plan under review
PREPARING AN AMENDED PLAN

This section of the guide walks you through the process of amending a Travel Plan.
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  - This option allows you to make changes to a travel plan which has already been approved.  The same steps used to create a Travel Plan are used to create an Amended Plan.

Note: The Travel Plan you intend to amend must have an Approved status.

To create an Amended Plan, follow these steps:

1. Select the approved Travel Plan you wish to amend by clicking the radio button to the left of the document.

2. Then select the Amendment menu option.
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Figure II‑90: Preparing an Amended Plan
The original Travel Plan page appears allowing you to make any edits necessary.  To edit the travel dates, proceed to the Changing Dates portion of this section; to edit the destination cities, proceed to the Changing Cities portion of this section; and to edit your lodging and meals allowances, proceed to the Changing Per Diem Allowances portion of this section.
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Figure II‑91: Travel Plan page of approved plan ready for edits.
Regardless of the type of edits made to the original travel plan, the system will prompt you for a reason for amending the document.  After making your edits, if you forget to enter the reason for the modifications, the system will display a message indicating “Please click the “Comments” button and enter the reason for amending your travel plan in the space provided.”  (See Figure below)
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Figure II‑92: You must enter a Comment when amending a document.

Selecting the Comments menu option will bring up the box for the explanation.  For more information on entering comments, refer to the section titled Comments earlier in this chapter.

Changing Dates

To change begin or end dates of your trip or the dates on which you will arrive/depart in your destination city/cities, follow these steps:

1. Click the MOD link to the right of the travel segment you wish to change.  The city information will repopulate under the Segment Details block.  

2. Change the dates as necessary.

3. Click the Modify button.  The system will automatically update the travel segments listed on the right side of the page.

4. A new Return Home segment then appears in the Segment Details block.  Click the Add button to complete the segment list and save your changes.

Note: You cannot change the Return Home segment.  If you need to change your return home date you must first delete the Return Home segment then modify the segment containing your last depart date.  Once the Return Home segment re-appears, click the Add button.  This will save your Return Home segment and re-add it to the list on the right side of the page.

Changing Cities

To change the destination city in your travel plan, follow the steps below:

1. Click the MOD link to the right of the travel segment you wish to change.  The city information will repopulate under the Segment Details block.  

2. Type the first 3-4 letters of the new destination city name in the City field.

3. Select the Cities menu option from the left side of the page.

4. Locate your new destination city from the list that appears and click its name.  

· This will update the City, State, Airport Code and Country fields as well as apply the appropriate per diem allowances for this location.

5. Click the Modify button.  The system will automatically update the travel segments listed on the right side of the page.

If you need to add additional segments, follow the steps below:

1. Click the DEL link to the right of the last segment listed on the right side of the page.  This is the Return Home segment.

2. In the Segment Details block, change the Segment Type field from Return Home to another more appropriate option.  See Appendix A: Segment Types for a list of available options.
3. Type the first 3-4 letters of the new destination city name in the City field.

4. Select the Cities menu option from the left side of the page.

5. Locate your new destination city from the list that appears and click its name.  

· This will update the City, State, Airport Code and Country fields as well as apply the appropriate per diem allowances for this location.

6. Select the appropriate Travel Mode from the drop-down list.
7. Click the Add button.  The system will automatically update the travel segments listed on the right side of the page.

8. Repeat Steps 2-7 for each new destination city to be added to this travel plan.

9. After adding the last new destination city, click the Add button without changing the Segment Type field.  This will automatically update the travel segments listed on the right side of the page with the Return Home segment.
Note: For more help on adding new segments refer to the section titled Entering Travel Segments found earlier in this chapter.

Changing Per Diem Allowances

To edit the per diem allowances assigned to each destination city, follow the steps below:

1. Click the MOD link to the right of the travel segment you wish to change.  The city information will repopulate under the Segment Details block.  

2. Click the drop-down arrow next to the Segment Type field.

3. Select a Segment Type of Actual Necessary 150% or Actual Necessary 300% from the list.

4. Click the Modify button.  The system will automatically update the travel segments listed on the right side of the page.

5. Select the Reservations menu option from the left side of the page.

6. At the bottom of the segment block corresponding to the travel segment modified, type in the new Max Lodging and/or Max M&IE amounts. (See Figure below)

7. In the middle of that block, type the new lodging amount in the Nightly Lodging Cost field.  (See Figure below)
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Figure II‑93: Changing per diem amounts.  

Note: The Max Lodging box must be changed first, then change the Nightly Lodging Cost box.

8. Select the Return to Plan menu option to return to the Travel Plan page.

9. Select the Comments menu option to enter a reason for the amendment to the document.

10. Select the Complete Plan menu option and submit your document for approval.

Keep in mind that the same document number is used throughout the document process.  Example: The Travel Plan, Amended Travel Plan, Expense Report and Amended Expense Report will originate from the same document number.  Do not delete your original Travel Plan once you have amended your document because it’s part of the document sequencing order.

The Amended Plan is routed through your approval chain the same way your original Travel Plan was routed.

The Travel Desktop page displays the original Travel Plan with a status of Amended and the new Amended Plan with a status of Under Review.
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Figure II‑94: Status of amended travel plan

Amending A Blanket Travel Document

If you must add/delete items from a blanket travel document such as the allowable destination cities or purpose codes, the TMS Travel Service also allows you to make these edits.  Follow the steps to create an amendment to the blanket document then follow the same steps as described in the section titled Preparing A Blanket Travel to make the changes.

1. Select the approved Blanket Travel document you wish to amend by clicking the radio button to the left of the document.

2. Then select the Amendment menu option.
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Figure II‑805: Creating an Amendment to a Blanket Travel document
3. On the Blanket page, make edits as described in the section titled Preparing A Blanket Travel.
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Figure II‑816: The Blanket page where you will make the edits for the amended document

4. Select the Comments menu option to enter a reason for the amendment to the document.

5. To view the original parameters of the document at any time, select the Blanket History menu option.
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Figure II‑827: Original parameters of blanket travel document
· To return to the Blanket page, select the Back To Top menu option.

6. When finished making edits select the Submit Document menu option to send the amendment to your approving officials.  The amended blanket will route through the same approval chain as the original document.
· If you are waiting for more information pertaining to your Blanket Travel Plan, you may place the document on hold by selecting the Hold Document menu option.  If you select this option, the system will automatically return you to the Travel Desktop page where you will see your document listed with a status of On Hold.  If no further edits are necessary, you may submit your plan through the Document Controls page.  (See the section titled Document Control Options earlier in this chapter.)

· To stop working on your Blanket Travel Plan without submitting it, select the Return to Desktop menu option.  The Blanket Travel Plan will appear on your Travel Desktop with a status of Incomplete.  The system automatically saves the work done so far.  To continue working with it, simply click the radio button for the document and select the Open Document menu option from the left side of the page.

· To return to the desktop without saving the work done so far, select the Cancel menu option.  The Blanket Travel Plan will appear on your Travel Desktop with a status of Incomplete.  To begin working with it again, simply click the radio button for the document and select the Open Document menu option from the left side of the page.

The Travel Desktop page displays the Document Type as Blanket Travel (AMD) and show the Status as Under Review.
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Figure II‑838: Amended Blanket Travel document as it appears on the Travel Desktop
Chapter III  
EXPENSE REPORTS
OVERVIEW OF THE EXPENSE REPORTING PROCESS

The purpose of the expense reporting function is to claim actual expenses incurred during travel.  

STEPS TO CREATING AN EXPENSE REPORT

· View your Itemized Expenses.

· Modify your Total Meals (optional).

· Modify your actual Lodging amounts (optional).

· Modify your actual Transportation amounts (optional).

· Modify your actual Rental Car amount (optional).

· Enter your actual Other Expense amounts.

· Claim any required Receipts.

· Split your reimbursement to your Government Issued Card (optional).

· View the Financial Summary details of your trip.

· Submit your document for approval.

PREPARING AN EXPENSE REPORT

To prepare an Expense Report follow these steps:

1. Click in the radio button for the approved Travel Plan from which you intend to create an Expense Report.

2. Select the Expense Report menu option from the left side of the page.
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Figure III‑1: Create an Expense Report from an approved Travel Plan

The Expense Report page is displayed.
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Figure III‑2: Expense Report page
This page consists of three sections:  

(
Summary of Expenses - This section will provide you with a total cost summary of Meals, Lodging, Transportation, Rental Car and Other Expenses.  You may modify each of these items from this section.

(
Itemized Expenses - This section of the Expense Report provides a breakdown of all the expenses incurred each day on travel.  These amounts are generated from the Summary of Expenses section.

(
Split To Card – The Travel Management Service (TMS) allows the traveler to make a direct payment to his/her government issued credit card.  The amount entered in this field will be automatically deducted from the Total Reimbursement amount and paid directly to the credit card once the Expense Report has a Completed status.
SUMMARY OF EXPENSES

Total Meals
To edit your Total Meals, follow the steps below:

1.  Click the Edit link to the right of the Total Meals amount.

2. To modify the meal expense, highlight the specific Amount field next to the date the expense occurred and enter a new dollar amount.
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Figure III‑3: Daily Meals Allowance page
3. For a further breakdown of the meals allowance click on the binoculars icon next to the date field.

4. To remove a specific meal amount, click in the checkbox next to it.
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Figure III‑4: M&IE breakdown page

5. After marking the meals, select the Return to Daily Meals menu option.

6. To return to the main Expense Report page, select the Return to Report menu option.
Total Lodging
To edit your Total Lodging follow the steps below:

1. Click the Edit link to the right of the Total Lodging amount.

2. To modify a lodging expense, highlight the specific Amount field next to the date the expense occurred and enter a new dollar amount.
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Figure III‑5: Daily Lodging costs page
Note: You cannot exceed the Max lodging displayed in the expense report.  If you need to increase the lodging you must amend your Travel Plan first to include the segment types Actual Necessary 150% or Actual Necessary 300%.

3. Select the Return to Report menu option to return to the Expense Report page.

Total Transportation
To edit your Transportation Amount follow the steps below:

1. Click the Edit link to the right of the Total Transportation amount.

2. To modify the expense amount, highlight the appropriate field (Air Fare or Rail Cost), and enter the new amount.
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Figure III‑6: Editing the total transportation cost
3. Select the Return to Report menu option to return to the Expense Report page.

Total Rental Car
To edit your Rental Car Amount, follow the steps below:
1. Click the Edit link to the right of the Total Rental Car amount.

2. To modify the rental car expense, highlight the field next to the Total Rental Car Cost field then enter the new amount.
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Figure III‑7: Editing the total rental car cost
3. Select the Return to Report menu option to return to the Expense Report page.

Total Other Expenses
To edit your Other Expenses, follow the steps below:

1. Click the Edit link to the right of the Total Other Expenses amount.

The Other Expenses page is displayed.
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Figure III‑8: Other Expenses page
Note: The Date field defaults to the first day of your trip, and all of the expenses claimed in your Travel Plan have been transferred to this page.
2. To specify the expense category, click the drop-down arrow ([image: image178.emf]

) to the right of the Expense field and select it from the list.
3. To enter the date of the expense click the drop-down arrow ([image: image179.emf]

) to the right of the Month field and select the appropriate month.  Repeat the same process to enter the Day and Year.

4. Enter the dollar amount of the expense in the Amount field.

5. Click the Add button to register the information you entered.

Note: To delete an expense from the itemized list, click the DEL link for that expense.  It will be removed from the itemized list on the right side of the page.  To modify an expense, click the MOD link.  Notice the original expense information you entered is populated again.  Make the necessary edits then click the Modify button to save your changes.  The new data will appear in the itemized list on the right side of the page.
Entering Mileage

To claim your mileage as an Other Expense, follow these steps:

1. Select the Mileage expense item from the drop down list of expenses.

2. To enter the expected date of the expense, click the drop-down arrow ([image: image180.emf]

) to the right of the Month field and select the appropriate month.  Repeat the same process to enter the Day and Year.

3. Enter the number of miles claimed in the Nbr. Miles field then click the Calculate button.  The calculated dollar amount appears in the Amount field.

4. Click the Add button to register the information you entered.

SPLIT TO CARD

The TMS allows you to make a direct payment to your Government Issued Credit Card.  The amount you specify will be automatically subtracted from your reimbursement amount and paid to the credit card once your document has been finally approved.

To split part of your reimbursement to the card, 
1. Place your cursor in the Split to Card field on the Expense Report page.

2. If there is no existing amount in the field, then enter the dollar amount you wish to put toward the card.
3. If there is an existing amount in the field, simply add the new amount to the existing amount.
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Figure III‑9: Split To Card block on Expense Report page

CREDIT CARD MANAGEMENT

The system’s Credit Card management feature keeps track of all your Government Issued Credit Card charges.  Anytime you use your card while on travel, the transaction is automatically entered into the system. This makes it easy for you to claim your charges in your Expense Report.

To see a list of your outstanding credit card charges, 
1. Click the Credit Card icon located to the right of the Amount field.
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Figure III‑10: Credit Card Management icon on Other Expenses page

2. To claim a specific charge, click the select link to the right of the item you intend like to claim.

[image: image183.emf]


Figure III‑11: Credit Card transactions page
· Once a charge has been selected, the Amount field in the Trip Expense section is populated along with the Split to Card field.  (See the figure below)
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Figure III‑12: Adding a credit card transaction to your expense report
3. Click the drop-down arrow to the right of the Expense field to define the type of expense you are claiming.  Make your selection from the list of expenses.

4. To enter the date of the expense click the drop-down arrow ([image: image185.emf]

) to the right of the Month field and select the appropriate month.  Repeat the same process to enter the Day and Year.
5. Click the Add button to save this expense and enter it into the itemized list on the right side of the page.
To remove your claimed credit card transactions from the list of charges follow these steps:

1. Click the Credit Card icon. 
2. Click the Remove link next to the charge that you already claimed.  

· This removes the charge from the Credit Card Transaction section and adds it to the Credit Card Summary page.
To view the Credit Card Summary page, 
1. Click the View/Edit All Transactions link located at the bottom of the Credit Card Transactions section.
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Figure III‑13: Credit Card Summary page
· A listing of all of the charges made to your Government Issued Credit Card is displayed.  The charges may be sorted by Merchant Description, Date, Ref. Number, and Amount. You may choose to display 10, 20, or 30 transactions at a time.
Note: Charges that have a checkmark in the Show field means that you have claimed this charge before removing it from the Credit Card Transaction page.

2. Choose your sort criteria, enter the appropriate data then click the GO button next to the criteria you selected.

3. To exit this page, select the Return to Other menu option.

4. If all expenses have been claimed for this report, select the Return to Report menu option to return to the main Expense Report page.

EXPENSE REPORT MENU OPTIONS

Comments

[image: image187.emf]

  - This menu option allows you to add comments to your expense report for your approvers to view.

To enter Comments, follow the steps below:

1. Select the Comments menu option.
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Figure III‑14: Comments page
2. Place your cursor in the text box then type your comments.

3. Select the Return to Report menu option to return to the Expense Report page.

International Date Line
For foreign travel that crosses different time zones the traveler will see an additional menu option in their Expense Report labeled IDL (International Date Line).  This option allows an increase or decrease to the meals and lodging expense based on your selection.  After modifying the IDL, a message will appear below the Split to Card field displaying the date(s) that were adjusted.
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Figure III‑155: IDL Menu option.
International Date Line Adjustment option will allow you to modify your per diem by placing a checkmark in the appropriate column; Gained, Lost or Normal (system default), that corresponds with the IDL date(s) of your trip. 
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Figure III‑16: International Date Line Adjustment page.
Receipts
[image: image191.emf]

  – This menu option allows you to claim or justify any expenses that require a receipt.

To view expenses that require receipts, follow the steps below:

1. Select the Receipts menu option.

2. For each expense item in the list for which you have a receipt, click in the Yes checkbox next to that item.

(
If you do not have a required receipt, enter a justification by typing it in the Justification field. 
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Figure III‑167: Receipts page
Note: The system is designed to conform to the FTR/JFTR Rules.  Any expense items that require a receipt will automatically appear on this page.  Your System Administrator has the ability to set triggers which will require receipts as well.
3. 
Select the Return to Report menu option to return to the Expense Report page.

Complete Report
[image: image193.emf]

  -   This menu option displays the Financial Summary page.  This page contains the financial breakdown of the trip by category: Meals, Lodging, Transportation, etc.  It also lists the Cost Center(s) and Object Class(es) charged for this particular trip.
To view the financial details of your document, 
1. Select the Complete Report menu option.
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Figure III‑178: Financial Summary page
· If the Expense Report is for a Sponsored Travel document the Financial Summary page will show “(Sponsored Travel)” field under the Summary of Expenses section.  

2. Select the Sponsored Travel link (a binocular icon) to specify which expenses will be reimbursed by the sponsoring agency.
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Figure III‑189: Sponsored Travel link appears as binocular icon
3. The Payment in Kind field lists the amount of expenses the sponsoring agency will contribute toward the trip costs.  
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Figure III‑20: Items paid for by sponsoring agency
4. When finished entering the Sponsored Travel amounts, select the Return to Fin. Summ. menu option.
Cost Center & Object Class
To change the defaults follow the steps below:

1. To change your default Cost Center, select the Insert link located to the right of the first Amount field.
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Figure III‑21: Cost Center list
2. Click the blue link for the Cost Center you intend to charge for the travel.  

3. You may select a cost center from another Organization or Search for more cost centers by following these steps:

a. Select the organization the Cost Center belongs to by clicking the drop-down arrow to the right of the Organization field then clicking once on the appropriate organization.

b. Select whether to search by Descriptions or Cost Centers by clicking the drop-down arrow to the right of that field and clicking once on your choice.

c. You may enter the first few characters of the Description or Cost Center for which you are searching in the text box next to the Search button.  If you do not know this information you may skip this step.

d. Click the Search button.

e. After locating the Cost Center, click once on the link for your choice.

4. The Cost Center you selected populates the corresponding field in the Trip Allocations block.

You may change the Object Class in the same manner as the Cost Center.  Follow the steps below:

1. Click the Insert link located to the right of the Amount field for the accounting line with which you are currently working.
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Figure III‑192: Object Class list
2. Select the Object Class you intend to use by clicking on its link.
3. If the Object Class you intend to use is not listed, use the following steps:

a. Select whether to search by Descriptions or Object Classes by clicking the drop-down arrow to the right of that field and clicking once on your choice.

b. You may enter the first few characters of the Description or Cost Center for which you are searching in the text box next to the Search button.  If you do not know this information you may skip this step.

c. Click the Search button.

d. After locating the Object Class, click once on the link for your choice.

4. The Object Class you selected populates the corresponding field in the Trip Allocations block.

Submitting Your Report

· To make further edits in your Expense Report, select the Return to Report menu option. 

· If you are waiting for more information pertaining to your Expense Report, you may place the document on hold by selecting the Hold Document menu option.  If you select this option, the system will automatically return you to the Travel Desktop page where you will see your document listed with a status of On Hold.  If no further edits are necessary, you may submit your plan through the Document Controls page.  (See the section titled Document Control Options in the preceding chapter)

· To forward your expense report to your approving officials, select the Submit Document menu option.  If you select this option, the system will automatically return you to the Travel Desktop page where you will see your document listed with a status of Under Review.

To submit your Expense Report to your Approving Officials:
1. Select the Submit Document menu option.

2. Click the OK button to certify that the information you added to the Expense Report is correct.
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Figure III‑203: Expense certification for submitting report

After submitting your document, the system will route your document through your approval chain. Your approvers are notified via e-mail.  Notice that the  TMS automatically returned to your Desktop page and the status of the document is now Under Review.

[image: image200.emf]


Figure III‑214: Expense Report with Under Review status
WORKSHOP 3

Use the approved Travel Plan that was created from Workshop 2 to create your Expense Report.

1. Adjust the total price of the rental car to reflect $200.

2. While on travel, there were issues with your room so the hotel provided a $45 discount from the total price of your room.

3. Add or modify the following other expenses:




a.
Porter

$30.00




b.
Parking

$20.00




c.
Taxi

$40.00

4. Verify that you have all of your receipts except for your lodging receipt.  Provide a justification for not having your receipt. 

5. After completing these steps, review the financial details of the trip then submit the document for approval.

Notes:______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________ 
EXCHANGE RATE

When on foreign travel, you may need to utilize the currency exchange feature of the TMS.  To access the Exchange Rate function; follow these steps:

1. Select the Universal Currency Converter menu option from the home page.  This will open a new window in which you can locate the exchange rate you will need.
2. In the, I want to convert… section, enter 1.00 in the, this amount field.
3. Select USD United States Dollars from the, of this type of currency.
4. Select the type of foreign currency you need to convert from the, into this type of currency.
5. Next click the Click Here to Perform Currency Conversion button.  The converted amount will appear on the next page.
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Figure III‑225: Obtaining the exchange rate for converting foreign currency to US dollars
6. Use the foreign currency number as the conversion rate in your travel document.  In the example above, this amount is 0.827376.

7. To return to the TMS home page, simply close this window.  
8. Click the Start Your Journey button on the home page and login to the system.  

9. From the Organizer page, click the Show Desktop button in the My Travel block.

10. Select the radio button to the left of the Expense Report in which you intend to use the exchange rate then select Open Document.  If you have not started your Expense Report, select the radio button next to the Approved Travel Plan then select the Expense Report menu option.
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Figure III‑236: Opening an expense report to adjust foreign currency

11. Select the Edit link next to the Total Lodging amount.
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Figure III‑247: Access the Lodging page to convert foreign currency back to US dollars

12. Enter the conversion rate in the Exchange Rate field.  For example, if $1.00 USD = $0.827376 EUR (Euro) then enter 0.827376.  See figure below.

13. Enter the foreign currency amount for your daily lodging.  As you move from field to field the system automatically converts the currency to US dollars.  See figure below.

14. Select the Return to Report menu option when done.  
[image: image205.emf]


Figure III‑258: Enter the exchange rate, then enter the foreign currency amount
FINAL EXPENSE REPORT FOR BLANKET TRAVEL

To create an expense report for a travel plan based on a blanket authorization, follow the steps below:

1. From the Travel Desktop page, click in the radio button for the approved travel plan.

2. Next, select the Expense Report menu option from the left side of the page.

3. Continue to work with the expense report as described in the section titled Preparing an Expense Report earlier in this chapter.

4. When you are ready to submit the report, select the Complete Report menu option from the left side of the page.

Note: The Financial Summary page of each Expense Report made from a Travel Plan based on a blanket travel document will have a checkbox located below the Expense Allocations block.  Use this checkbox to close the existing Blanket Travel and prevent any more travel plans from being created against it.  

5. If this is the final expense report to be paid under the base blanket travel document, click in the box labeled “Check here if this expense report represents the final voucher claim under the original blanket authorization.” 
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Figure III‑269: Final Expense Report for a Blanket plan
· A message box appears reminding you that all previous Expense Reports claimed under this Blanket authorization must have been approved before submitting this as your final Expense Report.
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Figure III‑30: System reminder that all outstanding expense reports must be approved before submitting the final report.

6. To finish submitting your report, select the Submit Document menu option.

7. When the certification message appears, click the OK button to certify that the information contained in the Expense Report is correct.

PREPARING AN AMENDED REPORT

The purpose of amending a report is to claim any expenses you did not include in your original Expense Report.
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  - This option allows you to claim expenses not listed in the original Expense Report.  It also provides you with the ability to initiate a repayment to the Government if overpaid.

Note: In order to create an Amended Report, you must have an Expense Report with a status of Complete.

To create an Amended Report follow these steps:

1. Select the Expense Report with a Complete status by clicking in the corresponding radio button.

2. Select the Amendment menu option from the My Travel Desktop page.
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Figure III‑31: Select the Completed report needed to be edited, then select Amendment from the menu.
Note: All dollar amounts are defaulted to $0.  Again, the purpose of an amendment is to claim any expense not claimed in your original Completed Expense Report.  The process used to claim an expense is identical to that of the Expense Report.  The only difference is that you must provide comments explaining the reason for the amendment.
3. Select the Edit link next to each expense category you need to adjust.
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Figure III‑272: Expense Report page for Amended Reports.
After entering all the expenses, claiming your receipts and adding any necessary comments, you are ready to submit your document for approval. 
4. Select the Complete Plan menu option.  

Note: To exit the document without submitting it, select the Return to Desktop menu option.  The document will have a status of Incomplete, and the information entered up to this point is saved.  

At this point you have the option to submit the document as a Credit or Debit Document.
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  - This menu option reimburses the dollar amount next to the Amount Due (Due Traveler) field to the traveler.
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  - This menu option reimburses the dollar amount next to the Amount Owed (Due Government) field to the Government.

The system returns to the Travel Desktop page displaying the Amended Report with a status of Under Review.
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Figure III‑283: Travel Desktop will show both the original report and the Amended Report
OVERVIEW OF THE LOCAL EXPENSE REPORTING PROCESS

The purpose of the Local Expense Reporting function is to claim expenses for travel taking less than 12 hrs (travel w/out per diem) and/or for office supplies.

STEPS TO CREATE A LOCAL EXPENSE REPORT

· Enter a description for the expenses in the Expense Item Comments section.

· Select the Cost Center and Object Class the expense will reference.

· Select the Expense Date for the expense you are claiming.

· Select the type of Expense Item you are claiming. 

· Enter the Amount of the expense.

· Click the Add button to save the expense information you entered. 

· After adding all your expenses, specify whether you have the required receipts.

· Submit the document for approval.

PREPARING LOCAL EXPENSE REPORTS
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  -  This menu option can be used to claim local expenses as well as office supplies. 

To prepare a Local Expense Report follow these steps:

1. Select the Local Expense menu option located on the left side of the Travel Desktop page.
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Figure III‑294: Local Expense Report page
· Local Expenses may not be claimed beyond the current date. 

2. Enter the reason for claiming the expense by typing the text in the Expense Items Comments field.  
· Be as descriptive as possible; these comments will appear in the expense items list as you claim each item.  Keep in mind that your approving official will also see these comments.

3. Enter the date of the expense click the drop-down arrow ([image: image216.emf]

) to the right of the Month field and select the appropriate month.  Repeat the same process to enter the Day and Year.
4. Enter the expense type by clicking the drop-down arrow to the right of the Expense Item field and selecting it from the list.  

Your organization can be structured so that each expense selected has a default Cost Center and Object Class associated with it.
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Figure III‑305: Local Expense cost center and object class entry
5. To add or change a Cost Center, click the List button located to the right of the Object Class field. 
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Figure III‑316: Cost Center list
6. Click the name of the Cost Center to which you intend to charge the travel.
· You may select a cost center from another Organization or Search for more cost centers by following these steps:

a. Select the organization the Cost Center belongs to by clicking the drop-down arrow to the right of the Organization field then clicking once on the appropriate organization.

b. Select whether to search by Descriptions or Cost Centers by clicking the drop-down arrow to the right of that field and clicking once on your choice.

c. You may enter the first few characters of the Description or Cost Center for which you are searching in the text box next to the Search button.  If you do not know this information you may skip this step.

d. Click the Search button.

e. After locating the Cost Center, click once on the link for your choice.

· The Cost Center you selected populates the corresponding field on the Local Expenses page.

7. To add or change the Object Class click the List button located to the right of the Object Class field.  
· To access the list of Object Classes you may need to scroll down when the page appears.
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Figure III‑327: Object Class list
8. Select the Object Class you intend to use.  
· If the Object Class you intend to use is not listed, use the following steps:

a. Select whether to search by Descriptions or Object Classes by clicking the drop-down arrow to the right of that field and clicking once on your choice.

b. You may enter the first few characters of the Description or Cost Center for which you are searching in the text box next to the Search button.  If you do not know this information you may skip this step.

c. Click the Search button.

d. After locating the Object Class, click once on the link for your choice.

· The Object Class you selected populates the corresponding field on the Local Expenses page.

Note:  The Financial Summary section is included on the Local Expenses page.  This section displays a running total of the expenses you claim grouped by Cost Center and Object Class.

9. Click in the Amount field and enter the dollar amount of the expense.
10. Click the Add button located to the right of the Amount field to save the information you entered.  Notice the Financial Summary section is updated. 

11. To claim more expenses, repeat steps 1-10 of this section.

· To delete an expense item, click the DEL link located to the right of the expense item in the itemized list you would like to remove.

Entering Mileage
The procedure for claiming mileage differs slightly from the other expenses.

1. Follow the steps listed in the previous section to enter the comment, cost center, object class and date.

2. For the Expense Item field, select Mileage Cost. 
· The Add button changes to a Miles button.  (See the figure below)
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Figure III‑38: Entering Mileage for local expense reports
3. Click the Miles button.  
4. On the Private Auto page, select the appropriate mileage category by clicking the radio button to the left of your choice.
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Figure III‑339: Private Auto page
5. Enter the number of miles in the Number of miles field.

Note: The number of miles you enter may be either one way or round trip.  You must specify whether you are claiming round trip or one-way mileage in the Comments section of this expense item.
6. Select the Return to Loc. Exp menu option to return to the Local Expense page.  

· The reimbursement amount is automatically calculated and added to the itemized list and the financial summary section.
LOCAL EXPENSE REPORT MENU OPTIONS

Comments
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  - This menu option allows you to add comments to your local expense report for your approvers to view.

To enter Comments, follow the steps below:

1. Select the Comments menu option.
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Figure III‑40: Comments page
2. Place your cursor in the text box then type your comments.

3. Select the Return to Report menu option to return to the Expense Report page.

Receipts
(
The receipt process for Local Expenses is identical to that of a regular Expense Report.

[image: image224.emf]

  - This option is used to identify which required receipts will be submitted with the local expense document.  You may also add any reasons necessary to justify the lack of required receipts on this page.
1. Select the Receipts menu option from the Local Expense page.
2. For each expense item in the list for which you have a receipt, click in the Yes checkbox next to that item.

(
If you do not have a required receipt, remove any checkmark in the Yes field and enter a justification by typing it in the Justification field. 
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Figure III‑41: Local Expense Receipts page
Note: The system is built around the FTR/JFTR Rules.  Any expense items that require a receipt will automatically appear on this page.  Your System Administrator has the ability to set triggers which will require receipts as well.

4. To claim more expenses, select the Return to Loc. Exp. menu option and follow the steps outlined in the previous section: Preparing Local Expense Reports.  

· If you need more information pertaining to your expenses you may place the document on hold by selecting the Hold Document menu option.
5. To forward your expense report to your approving officials, select the Submit Document menu option.  

6. Click the OK button to certify that the information claimed on the report is correct.

After submitting your document, the TMS will route your document through your approval chain. Your approvers are notified via e-mail.  Notice that system automatically returned to your Desktop page and the status of the document is now Under Review.
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Figure III‑342: Local Expense with Under Review status
WORKSHOP 4

1. Prepare a local expense report for a conference you are attending.  You will be driving from Washington DC to Baltimore every day for one week. 

2. Claim the mileage for your commute which is 40 miles each way.

3. Add the following other expenses:



     
a.  
Gasoline
$60.00



 
b.
Parking   
$50.00




c.
Tolls
     
$8.00

4. After completing these steps, review the financial details of the trip then submit the document for approval.

Notes:__________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
APPENDIX A

TYPES OF SEGMENTS

There are several types of segments that can be selected while preparing a travel plan.  The definitions of those types appear below.  For more information on creating a travel plan, see Chapter II Travel Plans.
· Include meals & lodging - Indicates that you are traveling to a work site and you intend to incur lodging and meals & incidental expenses.

· Return Home - Indicates that the current segment is the final leg of the trip and defines travel back to your duty station/residence.

· Actual Necessary 150% - Occasionally, the Actual and Necessary daily rate will vary.  If unusual circumstances occur, you may need to adjust the per diem rate for lodging.  

· Actual Necessary 300% - Occasionally, the Actual and Necessary daily rate will vary.  If unusual circumstances occur, you may need to adjust the per diem rate for lodging.  

· Field Duty - Available for military personnel.  First and last day per diem expenses will be calculated.

· Flat Rate – Allows you to adjust your lodging and M&IE but not exceed the max per diem rate.

· BQ-Flat Rate - Allows you to adjust your lodging and M&IE but not exceed the max Base Quarter rates.

· Mess Hall Rate – Provides you with the mess hall rate plus per diem incidentals.

· BQ-Mess Hall Rate – Provides you with the mess hall rate plus Base Quarters rate.

· No Lodging/No Meals - Request for an individual traveler traveling to one or more destinations with no cost incurred by the traveler’s organization. This type of travel authorization is not to exceed 30 days.  A no cost Travel Plan will be calculated with zero costs.  This type of travel plan is used as a means of tracking the activities of a government employee on travel.

· Proportional Meals – Provides a percentage of full per diem.

· BQ Proportional Meals – Provides a percentage of Base Quarters rate.

· Registration w/meals – Indicates that you are traveling and intend to incur only registration and meal allowances.  

· BQ Registration w/meals – Staying in base quarters with meals and the registration fee is included in your expenses.

· Travel without Lodging – Indicates that you are traveling and you do not intend to incur lodging expenses.

· Travel without Meals – Indicates that you are traveling and you do not intend to incur meals & incidental expenses.

ACCESSING TRAVEL PLANNING OPTIONS
This page contains a variety of options that will assist you with most of your travel-related needs.  You may access these options through the home page.  

1. To access any of the Travel Management Service (TMS), Travel Planning options, click the specific item link.  (See Figure below.)

2. A new window will open with the requested page displayed.  To exit this page, simply close window. 
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Figure 0‑1: Travel Planning section of home page.

Descriptions of the Travel Planning options follow:

· Weather - Get an up-to-date weather forecast in any city.
· Map - Get driving directions and maps for your next trip.
· Universal Currency Converter – Exchange rates for US dollars to foreign currency.

· ATM Locator - Search for an ATM machine in your area.

· Food Courts - Order-take out or search for one of your favorite restaurants.

· Other Travel Services – Link to the AAA website. 
HELPFUL HINTS

· Always enter a purpose for your travel.

· Enter the first few characters of the city you intend to travel to then select the Cities menu option.  Select the city from the list to ensure the correct per diem amounts are provided.

· If the Max Lodging and M&IE reflects the default CONUS, either the traveler did not select the city from the list provided or there is no per diem rate for the city.

· Make sure the date fields in the Arriving and Departing segments contain the same dates (unless crossing over the international time line or your trip begins before midnight and extends past midnight).

· If you claim the same expense category more than once a day, the last amount entered will appear.

· Verify that correct Cost Center and Object Class has been entered in the appropriate fields.  To change either field, select the Insert label to the right of the allocation amount.

· DO NOT DOUBLE SELECT in the service, especially when submitting a document.

· Call the travel agency number when creating complex international travel.

· Wait for the page to fully load before selecting another option.

· The Amendment option allows you to make changes any Travel Plan with an Approved status or claim expenses that were not claimed on the original Expense Report with a Completed status.

· Tickets get charged to the card indicated in the Payment Type field of the Travel Plan, three to five business days prior to travel, depending on your organizational setup (unless there is a specific ticket by date).

· All flights that do not specify “Government Contract Flight” are non-contract/commercial flights.

· To receive a print out or e-mail of flight options, select the appropriate button at the bottom of the Flash Facts or Quick Quotes page.

GLOSSARY

GLOSSARY OF TERMS
The following list includes definitions that will help you understand some of the terms you will see repeatedly while using the TMS.

Approval Chain -This code represents the approval chain for travel plans and expense reports.  Each user profile is assigned a default administrative code.  There is no limit to the number of administrative codes for each organization.

Approving Official –This is the traveler’s supervisor or the person responsible for approving the travel request.

Travel Plan -This is a travel request.  They include estimates of all the expenses that may be incurred while traveling. 

Travel Plan Path -The route or chain travel plans follow for approval. 

Blanket Authorization – This is an authorization covering multiple destinations over a time frame of up to 365 days.  It can be limited to geographic locations, dates or dollar amounts.

CAN - Common Accounting Number (same as Cost Center)

Commercial Flight – A non-contract flight

Contract Flight - Flights between city pairs where the cost of the flight is based on a contract between the government and that carrier.

Cost Center - The funding site the traveler charges their trip expenses too.  Each user profile is assigned a default Cost Center. 

Current Approver – The Approvers Desktop on which the travel document is currently awaiting approval.  This can be viewed from the Document Control page.

Default – A selection predetermined by the service or your organizational officials.

Desktop – The central tracking point within the TMS where all the documents are stored.

GLOSSARY OF TERMS – Continued

Document Number – The identifier the System Administrator creates to associate documents with trips.

Document History -This function will allow you to view all actions taken for a particular document.  It is available by selecting the radio button next to the document you intend to view then selecting the Document Control menu option.

EFT – Electronic Fund Transfer

Fund Certifiers (Funding Officials) – Individuals responsible for particular cost centers

Justification – This is an explanation that the TMS requires the traveler to supply when the system policies are compromised.

M&IE – Meals & Incidental Expenses

Object Class – This is a code used to define purposes of travel for accounting purposes.  The government defines these codes to explain government expenses.

Other Expenses – A list provided for travelers to estimate expenses other than per diem, lodging and rental car.

Expense Report – This is the document prepared after travel has been completed to report all of the actual expenses incurred during travel.

Expense Report Path – The route or chain, Expense Reports (including Local Expense Reports) will follow for approval.  This chain can be the same as the Travel Plan Path or it can be different.
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