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Chapter I
Getting Started
RULES OF THE ROAD

The following are a few tips for Travel Management System (TMS) users.

· Do not use your browser’s navigational tools. The service was designed with its own navigational tools. One browser tool which can be used is Print.
· Single clicks are to be used throughout the service.

· Keep in mind that you are actually on the Internet, so be patient.  The speed of the application depends on your connection.

· Make sure the page completely loads before entering information.

Please report any functional problems to the Travel Management System (TMS) Call Center at 1-800-440-2735 

GAINING ACCESS TO THE TRAVEL MANAGEMENT SYSTEM (TMS)
The term Local System Administrator is synonymous to an Organization Administrator.  This individual has the ability to change information as it pertains to his/her Organization.
To gain access to your account you must enter your Member ID and Personal Identification Number (PIN).  System Administrators are responsible for providing this information to their users.  Once you have this data, follow the steps below to sign on to the system.
1. 
Open your internet browser and type www.fedtraveler.com in the address bar.  Once the TMS home page appears, click the Go button.  The Login page will appear.
2. Enter your Member ID (nine characters) by typing it in the field provided. 
3. Enter your PIN by typing it in the field provided.  The first time you log in this will be the last 4 characters of your Member ID.  Later, after setting up your User Profile, you will change this to an appropriate PIN.  
Note:  For subsequent logins, if you forget your PIN, enter your Member ID then click on the statement, “Forget your PIN? Click here.”  Follow the onscreen instructions, and a random PIN will then be
 e-mailed to you.
[image: image2.emf]


Figure I‑1: Login Page

4. Once you have entered the required information click the Login button. 

5. The Privacy Act Notice statement appears. Click OK to continue. 

[image: image3.emf]


Figure I‑2:  Privacy Act Notice

As a new user signing into the TMS, you must first verify your e-mail address. After verifying your e-mail address the system will generate a new PIN number and send it to that e-mail address. Locate the e-mail and then follow the instructions for logging back onto the system. 

[image: image4.emf]


Figure I‑3:  E-mail Verification Page
6. Verify that the e-mail address information is correct.  If incorrect, highlight the e-mail address and type in the correct information.

7. Click once on the Submit button.

8. Click OK in the pop-up window that appears.  

[image: image5.emf]


Figure I‑4:  E-mail Verification Page Continued

9. 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.  
[image: image6.emf]


Figure I‑5:  E-mail Confirmation Page 

10. Select the Continue menu option to return to the Login page. 

11. 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.

[image: image7.emf]


Figure I‑6:  Privacy Act Notice Page 

NEW USER PROCEDURES

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. 

[image: image8.emf]


Figure I‑7:  Welcome New User Page
2. The Personal Information page of your profile appears.  Enter/verify the data displayed.  Required fields appear marked by a red asterisk.    

3. To select a state, click the drop-down arrow located to the right of the State field, ([image: image9.emf]

), and choose the appropriate two-letter abbreviation.  

[image: image10.emf]


Figure I‑8:  Personal Information Page
4. After entering the required information, select the Next menu option to proceed to the Financial Information page.  

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: image11.emf]

), click the arrow and select the appropriate option.  
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Figure I‑9:  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.  
7. To enter data on this page, click in the appropriate field then type your information.  For fields with a drop-down arrow, ([image: image13.emf]

), click the arrow and select the appropriate option.  
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Figure I‑10:  Employment Information Page
8. Enter your e-mail address in the E-mail Address 1 field.  This is the only required field on this page.  

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, you may optionally 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.  

· 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.  
10. Select the Next menu option to continue to the Government Card page.  

11. To enter data on this page, click in the appropriate field then type your information.  For fields with a drop-down arrow, ([image: image15.emf]

), click the arrow and select the appropriate option.  

12. Select the Next menu option to continue to the Save Profile page.
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Figure I‑11:  Credit Card Information Page
13. On the Save Profile page, enter the temporary PIN you received from the TMS via e-mail in the Old Pin field.  
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.  
15. Re-enter your new PIN in the Confirm New PIN.  
16. Click the Click here to save profile button.  
[image: image17.emf]


Figure I‑12:  Change PIN to Save Profile Page 
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.  

ORGANIZER PAGE

The TMS Organizer page is the starting point for all procedures in system. 

[image: image18.emf]


Figure I‑13:  Organizer Page
From the Organizer page you can access the Local System Administrator functions, select the Toolbox menu option located to the left of the page.  
You can also access your My Travel Desktop, download supporting documents, download web clippings, update your User Profile information, access your Travel Preferences profile, access the Support Center, 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. 

Chapter II
Profile Management
The Toolbox page appears.
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Figure II‑1:  Toolbox Main Page
The following is a list of Objects and capabilities available to Local Systems Administrator:



Object





Capability

· Approval Chain



Create/Modify/Delete/View

· Cost Center



Create/Modify/Delete/View
· Job Title 



Create/Modify/Delete/View

· Local Expenses



Create/Modify/Delete/View
· Object Class 



Create/Modify/Delete/View

· Organization Profile


Modify/View

· Other Expenses



Create/Modify/Delete/View

· Project Code



Create/Modify/Delete/View

· User Profile



Create/Modify/Delete/View

To View/Modify/Delete all of the above-listed objects except Organization Profile, you must select the object from the drop-down list then click the List button.  Click on the particular item from the object list then make the appropriate menu selection: View Object/Modify Object/Delete Object.

To create any of the above-listed objects except Organization Profile, select the object from the drop-down list, provide an identifier in the Descriptor field then select the Create Object menu option.  For more information on the Descriptor field and appropriate descriptors, see the section pertaining to the particular object you wish to create.

Select the System Utilities menu option to access the Refresh PIN and Find A Document functions.  These functions are discussed in more detail in the chapter titled, System Utilities.

MODIFYING AN ORGANIZATION PROFILE

An organization is the highest entity in the TMS that gives Local System Administrators the ability to define the logical structure of the TMS database to match the physical structure of their organizations.    
To modify an Organizational Profile:
1. Click the drop-down arrow to the right of the Object field and select Organization Profile.

[image: image102.emf][image: image20.emf]


Figure II‑2:  Modifying an Organization Profile Page
2. Select the Modify Object menu option located on the left side of the page. 

The Organization Profile page appears.   

[image: image21.emf]


Figure II‑3:  Organization Profile Page
3. To modify the Organization Name, the System Administration POC data or the Customer Account Specialist fields, highlight the appropriate field then enter the new information.

4. To modify the Processing Rules, click the drop-down arrow to the right of the field.  There are two options available, Federal Travel Regulations (FTR) and Joint Federal Travel Regulations (JFTR).  Make your selection from the list by clicking once on your choice.

5. To modify Approval Triggers, Justifications, PIN Expiration or Organizational Defaults, select the Process Options menu option. (See the next section for more details on these items.).  

6. When modifying the Organization Profile, select the Return to Admin menu option.

PROCESS OPTIONS

[image: image22.emf]

  - This option gives you access to the processing features associated with your particular Organization.

· To set the processing options for your organization, select the Process Options menu option located on the left side of the Organization Profile page.
The Organization Processing page appears.
[image: image23.emf]


Figure II‑4:  Organization Processing Page
There are four functions available that will allow you to make your organization unique.  They are as follows:

· Define Approval Triggers – this function defines specific audit triggers assigned to certain expense categories.

· Optional Justifications – this function allows you to define specific expenses for which your organization requires justifications.

· Define PIN Expiration – this function allows you to define how often you want your users to change their PINS.

· Organization Defaults – this function defines the standards that will be used if a user does not have a cost center or object class.  If a user enters a city that is not found on the per diem table, the default Lodging and M&IE from this section will be used.

Note: Local System Administrators do not have access to modify the Define Accounting System, Define Online Booking System or Document Number options.  They may, however, view each of these items.  For more detailed information, see the section titled Viewing An Organization Profile later in this chapter.
Defining Approval Triggers
When Approval Triggers appear in a travel document, approving officials not normally in the traveler’s approval chain are alerted and inserted before the final approver.  These are known as Dynamic Approvers.  The TMS system allows you to define Approval Triggers for the following items: Foreign Travel, Rental Car (when used as a Travel Mode), Actual Necessary 150%, Actual Necessary 300%, Sponsored Travel, Centrally Billed, Not to Exceed, First Class and Privately Owned Vehicle.  You may also define triggers for Expense Reports and Local Expense Reports that are greater than a specified dollar amount.

To define/modify Approval Triggers: 
1. Click the radio button to the left of the Define Approval Triggers option then select the Next menu option.

The Approval Routing page appears.

[image: image24.emf]


Figure II‑5:  Defining Approval Triggers Page
2. To set the approval routing for any of these items, click the List button located to the right of the field.

The Job Title List page appears.
[image: image25.emf]


Figure II‑6:  Job Title List Page
3. To select a job title, click once on your choice.  

Note:  To select a job title from another organization, click the down arrow to the right of the List by Organization field then click the Search button.  When the list of titles appears, click once on your choice.

4. Click the Continue button to return to the Approval Routing page.  Notice the field has been populated with your choice.

5. To set an approval trigger for Expense Reports and Local Expense Reports, you must enter a dollar amount first. Simply highlight the field and key in the amount.  Then select a job title as described in the preceding steps.
6. Select the Return to Options menu option to return to the Organization Processing page.

7. To exit the Organization Processing page, select the Return to Profile menu option.

Optional Justifications

Optional Justifications refer to expense items entered into the Other Expenses section of a travel document.  With this function you may define which items will require the user to provide a reason for entering the expense.

1. To add or modify Optional Justifications, click the Optional Justifications radio button, then select the Next menu option located on the left side of the Organization Processing page.  

The Justification Options page appears.
[image: image26.emf]


Figure II‑7:  Optional Justifications Setup Page
Note:  Each justification item depends on the list of Other Expenses entered into the system.

2. To set the justification, click the down arrow to the right of the Select an Expense to be Justified field and click once on the expense.  
3. Click the Add button.  The expense item appears in a list below the selection field.

4. Repeat steps 2 and 3 to add more justifications.

5. To leave this page and save your changes, select the Return to Options menu option.

Define PIN Expiration
As a system administrator you may define the length of time that travelers may use their PINs before changing them.  Whatever option you select, the system will prompt all travelers to update their PINs when the time period has elapsed.  If the user does not sign on to the system regularly, he/she will receive this prompt the next time he/she accesses the system.
To set or modify the length of time before a user must change his/her PIN:
1. Click the Define PIN Expiration radio button on the Organization Processing page, then select the Next menu option located on the left side of the page.  

The PIN Expiration page appears.
[image: image27.emf]


Figure II‑8:  PIN Expiration Setup Page
2. To make a selection, simply click the radio button to the left of your selection. 
3. Select the Return to Options menu option.  

Organization Defaults
As a System Administrator you may define certain Organizational Defaults that will be used in each traveler’s documents.  These defaults include setting the CONUS and OCONUS per diem rates and assigning a Cost Center and Object Class.  These defaults will take precedence over any Cost Center and Object Class defined in the User Profile of the traveler.

To modify the Organization Defaults:
1. Click the Organization Defaults radio button on the Organization Processing page, then select the Next menu option located on the left side of the page.  

The Organization Defaults page appears.

[image: image28.emf]


Figure II‑9:  Organization Defaults Setup Page
2. To add/modify the Default Cost Center, click the List button to the right of that field.  

The Cost Center List page appears.

[image: image29.emf]


Figure II‑10:  Cost Center List Page
3. Make your selection by clicking once on the name of your Cost Center.  Your selection now appears in the Default Cost Center field.
Note: 
If you cannot locate the Cost Center you intend to use, enter the first few characters of the actual Cost Center or the description of the Cost Center in the text field then click the Search button.  

· If there are more than 20 cost centers in your organization, you will see page numbers listed across the bottom of the form.  You will also see Previous and Next buttons at respective ends of the list of page numbers.  After locating the Cost Center you intend to set as your Organization’s default, click once to select. 

Note: 
If you do not want to make a selection, click the Return to Defaults menu option.

4.  
To add/modify the Default Object Class, click the List button to the right of that field on the Organization Defaults page.  

The Object Class List page appears.

[image: image30.emf]


Figure II‑11:  Object Class List Page
5. Make your selection by clicking once on the link for your choice.  Your selection now appears in the Default Object Class field.
Note:  If you cannot locate the Object Class you intend to use, enter the first few characters of the object in the text field then click the Search button.  

· If there are more than 20 Object Classes in your organization, you will see page numbers listed across the bottom of the form.  You will also see Previous and Next buttons at respective ends of the list of page numbers.  After locating the Object Class you intend to set as your Organization’s default, click once to select.  
Note:   If you do not want to make a selection, click the Return to Defaults menu option.

6. To modify the Default Conus M&IE, Default Conus Lodging, Default Oconus M&IE and Default Oconus Lodging, highlight the appropriate field and enter the new amount. 

7. After entering all modifications, select the Return to Options menu option to return to the Organization Processing page.

8. To exit the Organization Processing page, select the Return to Profile menu option. 

9. If you are satisfied with your additions or modifications, select the Return to Admin menu option.
VIEWING AN ORGANIZATION PROFILE

[image: image31.emf]

  - This menu option allows you to view the information contained in the Organization Profile.  

To View the information:
1. Click the drop-down arrow to the right of the Object field and select Organization Profile. 
2. Select the View Object menu option located on the left side of the page.
The Organization Profile page appears.

[image: image32.emf]


Figure II‑12:  Organization Profile Page
The Organization Code, Organization Name, System Administration POC, Processing Rules, and Customer Account Specialist are presented.  You may also view the Process Options that have been set for your Organization.

3. To view the Process Options set for your Organization, select the Process Options menu option. 
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Figure II‑13:  Organization Processing Page
You may view your Organization’s Document Numbering, Organization Defaults, Accounting System, PIN Expiration, Online Booking System, Approval Triggers and Optional Justifications.

1. To view the document number scheme used for your organization, click the Document Number radio button then select the Next menu option.   The Document Number page appears.  After viewing the information presented, select the Continue menu option to return to the Organization Processing page.

2. To view the Accounting System information, click the Define Accounting System radio button then select the Next menu option.  The Account System page appears.  After viewing the information presented, select the Return to Options menu option to return to the Organization Processing page.

3. To view Online Booking information, click the Define Online Booking System radio button then select the Next menu option.  The Online Booking System page appears.  After viewing the information presented, select the Return to Options menu option to return to the Organization Processing page.

4. To view the PIN Expiration, click the Define PIN Expiration radio button then select the Next menu option. The PIN Expiration page appears. After viewing the information presented, select the Return to Options menu option to return to the Organization Processing page.

5. To view the Organizations Defaults, click the Organization Defaults radio button then select the Next menu option.  The Organization Defaults page appears.  After viewing the information presented, select the Return to Options menu option to return to the Organization Processing page. 

6. To view the Approval Triggers, click the Define Approval Triggers radio button then select the Next menu option.  The Approval Routing page appears.  After viewing the information presented, select the Return to Options menu option to return to the Organization Processing page.

7. To view the Optional Justifications, click the Optional Justifications radio button then select the Next menu option.  The Justification page appears.  After viewing the information presented, select the Return to Options menu option to return to the Organization Processing page.

8. After viewing all the processing options you intended to view, click the Return to Profile menu option to return to the Organization Profile page.  When the Organization Profile page appears, select the Return to Admin menu option to return to the Toolbox page.

WORKSHOP 1

1. From the Toolbox, access the organization you have modified. 

2. Under Organization Defaults

Select a different Object Class


Set the Default Conus Lodging rate to $100

3. Define Approval Triggers

Select a job title for Foreign Travel


Enter $75 for Local Expenses to exceed and select a Job Title for the 


trigger to route to.

4. Make sure all Miscellaneous expenses require a justification.

5. Enter your name as the Systems Administrator.

USER PROFILES

Every traveler needs to have a User Profile.  The User Profile contains specific information to each traveler.  Some of those specifics consist of Personal, Financial, Employment, Credit Card, Default and Security Information.  For more details on each of these topics, see the appropriate section later in this chapter.
CREATING USER PROFILES

1. Click the drop-down arrow to the right of the Object field, and select the User Profile option.
2. Enter the TMS ID for the user profile you are creating in the Descriptor field.  

· We recommend that you use the social security number.
3. Select the Create Object menu option located on the left side of the page.

[image: image34.emf]


Figure II‑14:  Create a New User Page
Note:  When viewing, modifying or deleting a user profile, you must first click the List button.  Select the profile and then select the appropriate menu option.  For more information on these topics see the corresponding sections later in this chapter.

Menu Options

The menu options listed on the left side of the page identify the pages contained in the User Profile.  The following sections discuss each page in detail.
Personal
[image: image35.emf]

  - This option allows you to enter the user’s personal information such as their name, address, phone number and a default airport.

[image: image36.emf]


Figure II‑15:  User Profile Personal Information Page
Note:   All required fields are shaded or have asterisks beside them.  

4. Type the first and last name of the user in the fields.

· To advance to other fields, press the Tab key on your keyboard or click in the field.

Note:
Some fields will have a drop-down arrow to the right of them.  Clicking on the arrow provides a list of available choices for that particular field; to make a selection click once on your choice.
5. Continue entering the required information.  If you do not know a particular piece of data, simply place an “X” in the field or a series of digits if the field calls for a number.  For example, if you do not know the zip code, enter “00000”.
· When entering phone numbers, do not use parentheses or dashes.

Financial Info.
[image: image37.emf]

  -  This option allows you to enter the user’s financial information such as the banks name and address, the ABA routing number, the bank number, account type and account number.  This information is not required when creating a user account.  If the user prefers, he/she may enter this information later.

6. To enter a user’s financial information, select the Financial Info menu option.

[image: image38.emf]


Figure II‑16:  User Profile Financial Information Page
7. Highlight the appropriate field then type in the new data.

Employment
[image: image39.emf]

  -  This option allows you to enter the user’s employment information such as job
title, office address, office phone, fax number, employee type, security clearance, and e-mail or device
address.

8. To enter a user’s employment information, select the Employment menu option.

[image: image40.emf]


Figure II‑17:  User Profile Employment Information Page
9. Highlight the appropriate field then type in the new data.

Note:  Do not include parentheses or dashes when adding phone numbers.

Credit Card
[image: image41.emf]

  -  This option allows you to enter the credit card information the traveler will use 

to pay for travel expenses.
Note:  You must provide the user’s government issued credit card to use the TMS Online Booking

  Engine.

10. To enter a user’s credit card information, select the Credit Card menu option.

[image: image42.emf]


Figure II‑18:  User Profile Credit Card Information Page
11. Highlight the appropriate field then type in the new data.  
Defaults
[image: image43.emf]

  -  This menu option allows you to enter the user’s default information such as
cost center and approval chain.

12. To enter a user’s default information, select the Defaults menu option.

[image: image44.emf]


Figure II‑19:  User Profile Default Information Page
Selecting a Default Cost Center

13. To enter a default cost center click the List button to the right of the Default Cost Center field.  

[image: image45.emf]


Figure II‑20:  Cost Center List Page
Note:  If you do not see the Cost Center you want use or intend to modify in the immediate list, you have the option to search by numbers or by the name of the cost center.
· To search by description, enter the first few characters of the description in the field provided then click the Search button.  The Cost Center list will be repositioned to the characters you entered.

· To search by Cost Centers, click the down arrow to the right of the descriptions field and select Cost Centers.  Enter the first few characters of the Cost Center in the field provided and click the Search button.  

14. Click on the name of the Cost Center to enter in the user profile.  Notice the Default Cost Center field has been populated with your choice. 

Note: To exit the Cost Center List page, without making a selection, select the Return to Defaults menu option.  
Selecting a Default Approval Chain

15. To enter the default approval chain, click the List button to the right of the Default Approval Chain field.  

[image: image46.emf]


Figure II‑21:  Approval Chain List Page
Note: If you cannot locate the approval chain you want to use, enter the first few characters of the approval chain in the Approval Chain Like field and click the Search button. The list will reposition itself to the approval chains containing the characters specified.

16. Click on the name of the Approval Chain to enter in the user profile.

17. Select the Continue menu option to save the information and return to the Defaults page. Notice the Approval Chain field has been populated with your choice.

Note:  To exit the Approval Chain List page without making a selection, select the Cancel menu option.  

· If your organization will be using the Training Plan features of the TMS, follow the steps above to select an approval chain.  

Entering an Alt. Prep. Security Group

18. Once the Security Group has been defined and added by the Global Administrator, the Local System Administrator may add that Group to a User’s Profile.  The Local Administrator may activate or deactivate both the Alternate Preparer and Commandeer Document functions from the Security page of the User Profile.

Entering an Employee Vendor Code

19. If your Organization’s accounting system uses Vender Codes simply type the user’s code in the field provided.  
Security
[image: image47.emf]

  -  This option allows you to set the security level a user will have such as access to the system, reports, toolbox, training, administration rights and support functions.

20. To enter a user’s security information, select the Security menu option.

[image: image48.emf]


Figure II‑22:  User Profile Security Information Page
There are ten Security functions you may enable or disable for the user. They are as follows:

· Toolbox – this function gives the user access to the Local System Administration functions.  
· Reporting – this function gives the user access to the TMS Reporting module.
· Training – this function gives the user the ability to create travel plans specifically for attending trainings.
· Support – this function gives the user access to the TMS Support function on the Home Page. 

· System – this function gives the user access to the TMS system.

· PCS Lumpsum – this function gives the user access to the Permanent Change of Station document.  This feature is mainly for military personnel and must be enabled at the Organizational level.

· Approval – this function gives the user access to the approval functions.
· Admin Type – this function defines the user as a regular traveler (NOT ADMIN) or a Local System Admin (LOCAL).  You cannot assign a user to a higher security level than your own.  Any user profile you create may have only Local System Admin rights or regular user rights.
· Alternate Preparer – this function gives the user the ability to prepare documents for other travelers.  In order to utilize this function a Security Group must be defined and assigned to the User Profile.  Only administrators with Global access rights may create and assign a Security Group.  Alternate Preparers will be limited to the number of organizations from which to select the travelers for whom they will prepare documents.  Once the Security Group has been defined and added to an alternate preparer’s profile, the Local System Administrator may activate or deactivate both the Alternate Preparer and Commandeer Document functions from the Security page of the User Profile.

· Commandeer Document – this function gives the user the ability to retrieve alternately prepared documents from other users’ desktops.  In order to utilize this function a Security Group must be defined and assigned to the User Profile.  Only administrators with Global access rights may create and assign a Security Group.

21. To disable or enable security functions, click in the check box to the left of the function.  A checkmark in the box means access to that function has been disabled.

Note:  Organizational Securities override User Profile securities.
After setting security features, you must save the information for them to take effect.

Save Profile Option

[image: image49.emf]

  -  This menu option allows you to save all the data entered in the user
profile.

22. Select the Save Profile menu option to save the information you entered.

The Save Profile page appears.

[image: image50.emf]


Figure II‑23:  Save Profile Page
23. Enter your PIN in the field provided then select the Click here to save profile button.

At this point the user may access the TMS travel system.  The Member ID is the Descriptor entered in step #2 of this section and the Default PIN is the last 4 characters of that Member ID.
MODIFYING USER PROFILES

1. To Modify a User Profile, copy step 1.
2. Click the List button.

3. Click the name of the user whose profile you will edit.

4. Select the Modify Object menu option.
· 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.

DELETING USER PROFILES

1. To delete a user profile, repeat steps 1-3 under Modifying User Profiles.  

2. Select the Delete Object menu option.

3. Select the Delete menu option to delete the profile.  A confirmation box will appear to confirm you want to delete the user profile you have selected.  
4. Select the OK button to confirm the deletion.  The user profile is removed from the TMS and the Toolbox page appears.
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Figure II‑24:  Deleting User Profile Page

Note:   If you do not want to delete the user profile, click Cancel in the confirmation box and select the  Don’t Delete menu option to return to the Toolbox page.
VIEWING USER PROFILES

1. To view a user profile, click the drop-down arrow to the right of the Object field, and select the User Profile option.  

2. Click the List button.

3. Click the name of the user whose profile you wish to review.

4. Select the View Object menu option. 
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Figure II‑25:  Viewing User Profile Page

5. After reviewing the information presented, select the Return to Admin menu option to return to the Toolbox page.

Chapter III
Toolbox Functions
JOB TITLES

In the TMS, a Job title identifies a group of approving officials with the same level of approval authority.  You may have up to 10 approvers associated with each job title.  
CREATING JOB TITLES
Follow the next few steps to create a job title:

1. Click the drop-down arrow to the right of the Object field and select Job Title.

2. Enter the name of the Job Title (example: Test) you are creating in the Descriptor field.

· Spaces between words are allowed.

3. Select the Create Object menu option. 
The Job Title page appears
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Figure III-1:  Job Titles Page
4. Click the List button to add approver(s) to this Job Title.  

Note: To return to the Toolbox page without adding approvers to the Job Title, select the Cancel menu option. 
The User Profile List page appears.
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Figure III-2:  User Profile List Page
5. Click the user’s name you want to add to the job title.

Note: If you do not see the users name you intend to add to the job title in the immediate list, you may search by last name or first name. To search by last name, enter the first few letters of the user’s last name in the Search by Last Name like field, then click the Search button.  The list will reposition itself to the users whose last name starts with the letters specified.  Repeat this process to search for the user by first name.  After locating the user you intend to add as an approver, click on the user name.

· If there are more than 20 names in the list, you will see Previous and Next buttons below the search fields. 
Note: If necessary you may also select a user from another organization.  Select the organization by clicking the drop-down arrow to the right of the Search by Organization field.  Highlight your choice by clicking once on it then click the Search button.  When the list of users appears, locate the user you wish to add to this Job Title and click once on the name.
6. Repeat the previous steps to add more users to the Job Title.

7. After entering the approvers intended for this Job Title, select the Return to Admin menu option.  This saves the information you entered and returns you to the Toolbox page.

Note: To exit the User Profile List page without selecting a name, click the Return to Job menu option. 
MODIFYING JOB TITLES

1. To modify a Job Title, click the drop-down arrow to the right of the Object field and select the Job Title option.
2. Click the List button.

3. Click the name of the Job Title you wish to modify and select the Modify Object menu option.

4. Make your edits as described in the Creating Job Titles section.

5. When done making changes, select the Return to Admin menu option.
DELETING JOB TITLES

1. To delete a Job Title, click the drop-down arrow to the right of the Object field and select the Job Title option.
2. Click the List button.

3. Click the name of the Job Title you wish to remove and select the Delete Object menu option.
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Figure III-3:  Job Titles Page
4. Click the Return to Admin menu option to delete the Job Title.  A confirmation box will appear to confirm you want to delete the job title you have selected.  
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Figure III-4:  Are You Sure You Want to Delete button
5. Click the OK button to confirm the deletion.  The job title is removed from the TMS and the Toolbox page appears.

Note:   If you do not want to delete the Job Title click Cancel in the confirmation box and select the Don’t Delete menu option.

VIEWING JOB TITLES

1. To view a Job Title, click the drop-down arrow to the right of the Object field and select the Job Title option.

2. Click the List button.

3. Click the name of the Job Title you wish to review and select the View Object menu option.
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Figure III-5:  Job Titles Page
4. After reviewing the information presented, select the Return to Admin menu option to return to the Toolbox page.

APPROVAL CHAINS

In the TMS, the Approval Chain identifies how your document will be routing through the service for approval.  

CREATING APPROVAL CHAINS

To create an Approval Chain, follow the next few steps:
1. Click the drop-down arrow to the right of the Object field and select Approval Chain from the list.

2. Enter a name for the new Approval Chain (ex. Sys_Admin) in the Descriptor field then select the Create Object menu option. 
Note: The descriptor may not be more than 20 characters long and may not contain any spaces.  This name should be descriptive because it will represent the Approval Chain for Travel Plans and Expense Reports.

The Approval Codes page appears with the name of the code you entered.  
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Figure III-6:  Approval Codes Page
The vertical flow of the Travel Plan and Expense Report paths indicates the order in which documents using this approval chain will travel.
3. To add Job titles to the Travel Plan Path, click the List button next to the Travel Plan Path box.  
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Figure III-7:  Job Title List Page
4. On the Job Title List page, click once on the Job Title you wish to add.  

· You may select a Job Title from another organization by selecting the down arrow to the right of the organization field then select the Search button.  Select the Job Title by clicking on your choice.  

5. Select the Continue menu option to return to the Approval Codes page.  The Travel Plan Path field is populated with your choice. 

Note: 
Repeat steps 3-5 to create the Expense Report Path. To delete a Job Title from either path, highlight the title then click the Delete button.  The service displays a dialog box confirming that you want to delete this title.  Click the OK button. 

6. After creating the Approval Chain Paths, select the Return to Admin menu option to return to the Toolbox page.

Note: The TMS has the capability to incorporate dynamic approvers in the approval chain.  The following is a list of approval triggers that may be associated with dynamic approvers:

· Fund Certifiers associated with Cost Centers
· Local Expenses associated with Job Titles
· Other Expenses associated with Job Titles
· Foreign Travel

· Rental Car

· Actual Necessary 150% or 300%

· Sponsored Travel documents

· Expense Reports greater than a specified dollar amount 
· Local Expense Reports greater than a specified dollar amount

For more information on Fund Certifiers associated with Cost Centers, see the section titled Creating Cost Centers; for Local Expenses associated with Job Titles see the section titled Creating Local Expenses; and for Other Expenses associated with Job Titles, see the section titled Creating Other Expenses.  For all other items listed above refer to the section titled Defining Approval Triggers in Chapter II Profile Management.
MODIFYING APPROVAL CHAINS

1. To modify an Approval Chain, click the drop-down arrow to the right of the Object field and select the Approval Chain option.

2. Click the List button.

3. Click the name of the Approval Chain you wish to modify and select the Modify Object menu option.

4. Make your edits as described in the Creating Approval Chains section.

5. When done making changes, select the Return to Admin menu option.
DELETING APPROVAL CHAINS

1. To delete an Approval Chain, click the drop-down arrow to the right of the Object field and select the Approval Chain option.

2. Click the List button.

3. Click the name of the Approval Chain you wish to remove and select the Delete Object menu option.
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Figure III-8:  Deleting Approval Chain Page
4. Click the Return to Admin menu option to delete the Approval Chain.  
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Figure III-9:  Are You Sure You Want to Delete button
5. A confirmation box will appear to verify you want to delete the Approval Chain you have selected.  Click the OK button to process the deletion.  The Approval Chain is removed from the TMS and the Toolbox page appears.

Note: If you do not want to make any changes, click the Cancel button in the confirmation box then select the Don’t Delete menu option.
VIEWING APPROVAL CHAINS

1. To view an Approval Chain, click the drop-down arrow to the right of the Object field and select the Approval Chain option.

2. Click the List button.

3. Click the name of the Approval Chain you wish to review and select the View Object menu option.

4. After reviewing the information presented, select the Return to Admin menu option to return to the Toolbox page.

COST CENTERS

Cost centers are the repositories for funds used to pay for user travel.  A travel plan must have a cost center assigned to it before the user may complete and submit the plan.

CREATING COST CENTERS

1. Click the drop-down arrow to the right of the Object field and select Cost Center from the list.

2.    Enter the Cost Center number in the Descriptor field then select the Create Object menu option.
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Figure III-10:  Creating Cost Center Page
· The following is a brief description of each item that pertains to the Cost Center.

Cost Center Description: A unique name that each user will see. 

Fiscal Year Span: The length of time that the Cost Center will be available.

Allowance Code: For reporting purposes.

Appropriation No.:  The funding code provided by the government.

Budget Point:  This field is derived from the Appropriation number (this is not a required field).
Initial Allocation: The funds added to the Cost Center at the time of creation.
Revised Allocation:  The dollar amount added to or removed from the Cost Center sometime after creation.

Spent/Obligated: The dollar amount from this Cost Center used or set aside to pay for travel.

Current Available Funds: The dollar amount remaining in the Cost Center.

3. To populate these fields, simply key in the data.  

4. To enter amounts in the Initial Allocation or Revised Allocation fields, 
a) Select whether you are adding or subtracting the amount, 
b) Enter the dollar amount, then 
c) Click the Modify button.  The correct fields will automatically be updated.

5. After entering the information needed, select the Continue menu option to save the information entered and return to the Toolbox page.
Note:   To exit the Cost Center page, saving any changes select the Cancel menu option.
MODIFYING COST CENTERS

1. Click the drop-down arrow to the right of the Object field and select Cost Center from the list.

2. Click the List button located to the right of the Descriptor field. 

· To modify, view or delete a Cost Center do not enter a Descriptor.
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Figure III-11:  Cost Center List Page
Note: If you cannot locate the Cost Center you intend to use, enter the first few characters of the actual Cost Center or the description of the Cost Center in the text field then click the Search button.  

· If there are more than 20 cost centers in your organization, you will see page numbers listed across the bottom of the form.  You will also see Previous and Next buttons at respective ends of the list of page numbers.  After locating the Cost Center you intend to set as your Organization’s default, click once to select it. 

Note:   If you do not want to make a selection, select the Return to Admin menu option.

3. To make a selection, click on the description for your choice.  The system will return you to the Toolbox page with the Descriptor field populated with your selection.
4. Select the Modify Object menu option.
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Figure III-12:  Cost Center Page
5. On the Cost Center page make the changes necessary then select the Return to Admin menu option to save your changes.

Note:  Select the Cancel menu option to exit the page without saving any changes.

VIEWING COST CENTERS

1. Click the drop-down arrow to the right of the Object field and select Cost Center from the list.

2. Enter the cost center number you intend to view (ex. 050020021) in the Descriptor field or click the List button.  
3. Then select the View Object menu option and select it from the list of available cost centers.
4. After reviewing the information provided, select the Return to Admin. menu option to return to the Toolbox page. 

OBJECT CLASSES

Note: Local Systems Administrators may only view and/or modify Object Classes.  They do not have sufficient privileges to create or delete Object Classes.

VIEWING OBJECT CLASSES

1. Click the drop-down arrow to the right of the Object field and select Object Class from the list.   

2. Enter the Object Class you intend to view (ex. 2100) in the Descriptor field or click the List button and select it from the list of available Object Classes.
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Figure III-13:  Object Class List Page

a) To search by description, enter the first few characters of the description in the field provided then click the Search button.  The list will be repositioned to the characters you entered.

b) To search by object classes, click the down arrow to the right of the Descriptor field, select Object Classes then enter the first few characters of the class.  Then click the Search button.  

c) To make a selection, click on your choice.  The system will return you to the Toolbox page with the Descriptor field populated with your selection.

3. Select the View Object menu option.
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Figure III-14:  Viewing Object Class Page

4. After reviewing the Object Class page, select the Return to Admin menu option to return to the Toolbox page.
PROJECT CODES

Project Codes allow the user to further define the purpose of the trip linking to specific projects identified by the organization. 

CREATING PROJECT CODES

1. Click the drop-down arrow to the right of the Object field and select Project Code from the list.
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Figure III-15:  Creating Project Codes Page
2. Enter an identifier in the Descriptor field then select the Create Object menu option.

Note: The project code may only be 20 alpha/numeric characters long.
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Figure III-16:  Project Codes Page

The Project Code page displays the actual Project Code descriptor and allows you to enter a Project Code Title and Description.  

3. Add a Title and Description by typing them in the fields provided.

4. Select the Return to Admin menu option to save the information entered.

Note: To exit the Project Code page without saving any information, select the Cancel menu option.  

MODIFYING PROJECT CODES

1. Click the drop-down arrow to the right of the Object field and select Project Code from the list.
2. Click the List button located to the right of the Descriptor field. 
3. Click once on the Project Code you wish to modify.
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Figure III-17:  Project Codes List Page

· If you do not see the specific code you intend to modify in the immediate list, you may search by project code or title.

a) To search by Project Code, enter the first few characters of the code in the field above the Search button.  Click the radio button to the left of Project Code, then click the Search button.  The list will reposition itself to the codes which characters start with the letters specified.  Repeat this process to search for the code by Title except select the Title radio button instead.

b) You can also use the key pad to reposition the list.  Simply click the character the code begins with.
c) If there are more than 20 codes in your organization, you will see the following:  two buttons labeled Previous and Next and a link labeled Top of List.  Use these to help you locate a specific code. These labels function as their name states. 

d) To reload the list of codes, simply click the link labeled “Click to Reload Project Codes” which repositions the codes to the top of the list.

e) After locating the project code you intend to change, click once on your selection.  This returns you to the Toolbox page.  Notice the Descriptor field is populated with your selection.  
4. Select the Modify Object menu option.
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Figure III-18:  Project Codes Page

5. Make the changes necessary then select the Return to Admin menu option.

DELETING PROJECT CODES

1. Clicking the drop-down arrow to the right of the Object field and select Project Code from the list.
2. Enter the Project Code (up to 20 alpha/numeric characters) in the Descriptor field or click the List button and select it from the list of available Project Codes.

3. Select the Delete Object menu option. 
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Figure III-19:  Deleting Project Codes Page

4. Select the Return to Admin menu option.  The system will verify that you want to delete the Project Code.  Simply click the OK button.  This will return you to the Toolbox page.

Note: If you do not want to delete the project code, click the Cancel button in the confirmation box then select the Don’t Delete menu option.
VIEWING PROJECT CODES

1. Click the drop-down arrow to the right of the Object field and select Project Code from the list.
2. Enter the Project Code (up to 20 alpha/numeric characters) in the Descriptor field or click the List button and select it from the list of available Project Codes.

3. Select the View Object menu option.
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Figure III-20:  Viewing Project Codes Page

4. After reviewing the information provided, select the Return to Admin menu option to return to the Toolbox page. 

LOCAL EXPENSES
CREATING LOCAL EXPENSES

1. Click the drop-down arrow to the right of the Object field and select Local Expenses from the list. 
2. Enter the local expense number (ex. 60000) in the Descriptor field then select the Create Object menu option.
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Figure III-21:  Creating Local Expenses Page
Note:   The number range for local expenses is 50,000-99,000.  Default local expenses are numbered from 50,000-58,000 and 5POV0 for mileage.
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Figure III-22:  Local Expense Page
1. The Local Expenses page displays the local expense number and description.  You have the option to assign a cost center by clicking the List button to the right of the field. When the list of cost centers appears, make a selection by clicking once on it.  (See the section on Modifying Cost Centers for details on how to search for a particular cost center).
2. To assign an object class click the List button to the right of that field.  When the list of object classes appears, make a selection by clicking once on it.  (See the section on Modifying Cost Centers for details on how to search for a particular cost center).
3. To assign a job title (dynamic approver) to the expense, click the List button to the right of that field.  
a) When the list of job titles appears, click on your choice. 

b) Select the Continue menu option to return to the Local Expenses page.

4. Select the Return to Admin menu option to save the information entered.

Note:  To exit the Local Expense page without making any edits, select the Cancel menu option.  

MODIFYING LOCAL EXPENSES

1. Click the drop-down arrow to the right of the Object field and select Local Expense from the list.
2. Click the List button to the right of the field. 
3. Click once on the expense you wish to modify from the list appearing on the Local Expense List page.
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Figure III-23:  Local Expense List Page
· If you do not see the specific code you intend modify in the immediate list, you may search by expense number or name.

a) To search by number or name, enter the first few characters in the Contains field to the right of the Search button.  The list will reposition itself to the codes specified.  

b) If there are more than 20 expenses in your organization, the following three links will appear: <<Previous, Next>>, and Top of List.  Use these links for your search if you are still unable to locate a specific code. These links function as their name states. 

c) To reload the list of codes, simply click the Top of List link which will reposition the expenses to the top of the list.

4. After selecting the local expense you intend to change, select the Continue menu option.  This returns you to the Toolbox page.  Notice the Descriptor field is populated with your selection.
5. Select the Modify Object menu option. 
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Figure III-24:  Local Expenses Page
6. Make the edits necessary as described in the section titled Creating Local Expenses.

7. Select the Return to Admin menu option to save your changes.
DELETING LOCAL EXPENSES

1. Click the drop-down arrow to the right of the Object field and select Local Expenses from the list.  
2. Enter the Local Expense number you intend to delete (range is 50,000-99,000) in the Descriptor field or click the List button and select it from the available Local Expenses.  
3. Select the Delete Object menu option.
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Figure III-25:  Deleting Local Expenses Page
4. Select the Return to Admin menu option.  The system will verify that you want to delete the expense.  Simply click the OK button to process the deletion and return you to the Toolbox page.
Note:
To exit this page without deleting the expense, click the Cancel button in the confirmation box then select the Don’t Delete menu option.
VIEWING LOCAL EXPENSES

1. Click the drop-down arrow to the right of the Object field and select Local Expenses from the list.  
2. Enter the Local Expense number you intend to delete (range is 50,000-99,000) in the Descriptor field or click the List button and select it from the available Local Expenses.  
3. Select the View Object menu option.
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Figure III-26:  Viewing a Local Expense Page
4. After reviewing the information provided, select the Return to Admin menu option to return to the Toolbox page.

OTHER EXPENSES
CREATING OTHER EXPENSES

1. Click the drop-down arrow to the right of the Object field and select Other Expenses from the list. 
2. Enter the Other Expense number (ex.19000) in the Descriptor field then select the Create
Object menu option.
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Figure III-27:  Create Other Expense Page
Note: The range for Other Expenses is 10,000-49,000.  Default Other Expenses are numbered from 10,000-18,000.
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Figure III-28:  Other Expenses Page
3. Add a Description by typing it in the field provided.

4. To assign a Job Title (dynamic approver) to the expense, click the List button to the right of the field.  
5. Select the Job Titles from the list provided by clicking once on it.
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Figure III-29:  Job Title List Page
· The TMS shows the first 20 job titles.  To reposition the list follow the next few steps:

a) Enter the first few characters of the title in the Job Title Like field then click the Search button.
b) You may also select a Job Title from another Organization by clicking the drop-down arrow to the right of the List by Organization field.  Click once on your selection then click the Search button.  A listing of all the job titles in the organization you selected will appear.  

c) When the list of Job Titles appears, make a selection by clicking once on your choice.

6. Select the Continue menu option to return to the Other Expenses page.

7. Select the Return to Admin menu option to save the information entered.

Note: To exit the Other Expense page, select the Cancel menu option.  However, the information you entered will not be saved.

MODIFYING OTHER EXPENSES

1. Click the drop-down arrow to the right of the Object field and select Other Expenses from the list.
2. Click the List button to the right of the field. 
3. Click once on the expense you wish to modify from the list appearing on the Other Expense List page.
[image: image82.emf]


Figure III-30:  Other Expense List Page
· If you do not see the specific code you intend modify in the immediate list, you may search by expense number or name.

a) To search by number or name, enter the first few characters in the Contains field to the right of the Search button.  The list will reposition itself to the codes specified.  

b) If there are more than 20 expenses in your organization, the following three links will appear: <<Previous, Next>>, and Top of List.  Use these links for your search if you are still unable to locate a specific code. These links function as their name states. 

c) To reload the list of codes, simply click the Top of List link which will reposition the expenses to the top of the list.

4. After selecting the Other Expense you intend to change, select the Continue menu option.  This returns you to the Toolbox page.  Notice the Descriptor field is populated with your selection.
5. Select the Modify Object menu option. 
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Figure III-31:  Other Expenses Page
6. Make the changes necessary then select the Return to Admin menu option.

DELETING OTHER EXPENSES

1. Click the drop-down arrow to the right of the Object field and select Other Expenses from the list.  
2. Enter the Other Expense number you intend to delete in the Descriptor field or click the List button and select it from the available Other Expenses.  
3. Select the Delete Object menu option.
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Figure III-32:  Deleting Other Expenses Page
4. Select the Return to Admin menu option.  The system will verify that you want to delete the expense.  Simply click the OK button to process the deletion and return you to the Toolbox page.
Note:
To exit this page without deleting the expense, click the Cancel button in the confirmation box. 

Then select the Don’t Delete menu option.
VIEWING OTHER EXPENSES
1. Click the drop-down arrow to the right of the Object field and select Other Expenses from the list.  
2. Enter the Other Expense number you intend to view in the Descriptor field or click the List button and select it from the available Other Expenses.  
3. Select the View Object menu option.
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Figure III-33:  Viewing Other Expenses Page
4. After reviewing the information provided, select the Return to Admin menu option to return to the Toolbox page.

WORKSHOP 2

Use the information below to create the User Profiles, Job Titles and Approval Chain indicated.  You will also create Local and Other Expenses for your Organization.
User Profiles

1. Use the information below to create User Profiles in your organization*


User Profile #1
User Profile #2

SSN: ________________
SSN: ________________


Name: _______________
Name:  ________________


125 Eastern Avenue
444 Rosebud Road


Alexandria, VA 22587
Price, MD 21461


PH# 7035559878
PH# 301667776


DCA
BWI


User Profile #3


SSN: ________________

Name: ________________


658 8TH Avenue, S.W


Washington, DC 20518


PH# 2025554578


DCA


*Give all the users regular rights. (ie, Not Admin)

Job Titles/Users
2. Create two Job Titles: Supervisors and Funding Officials
3. Associate the User Profiles created in Step 1 with each Job Title as identified below:

Supervisors
Funding Officials

User #1
User #3


User #2
Approval Chain
4. Create an Approval Chain with two levels.  Call the Approval Chain: Finance.
5. Identify the job titles to be associated with the approval chain as described below:

Travel Plan Path
Expense Report Path

Supervisors
Funding Officials


Funding Officials

6. Apply this approval chain to each user profile.
Expenses

7. Create two Local Expenses.  Add a cost center, object class and job title to each one.

8. Create two Other Expenses.  Add a job title to each expense.
Chapter IV
System Utilities
REFRESH USER PIN

This option is used to reset a user’s PIN

1. Select the System Utilities menu option located on the left side of the Toolbox page. 
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Figure IV-34:  System Utilities Page
2. Click the Refresh PIN radio button then select the Next menu option.
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Figure IV-35:  Refresh PIN Page

3. Click the List button to select the user.   
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Figure IV-36:  User Profile List Page

4. Click on the user’s name you intend to refresh.  This will return you to the Refresh PIN page. 
Note:    If you do not see the user, you may search for the user’s last name or first name.  Simply add the
name in the appropriate field then click the Search button.  This will reposition the list to the name specified. 

5. On the Refresh PIN page, verify the displayed e-mail address, and then select the Next menu option. 
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Figure IV-37:  Refresh PIN Page

· The TMS generates a generic PIN and e-mails the instructions to the e-mail address shown in the user profile of the user you selected.  
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Figure IV-38:  E-mail Confirmation Page

6. Select the Continue menu option to return to the Refresh PIN page.

7. Select the Return to Utilities menu option to return to the System Utilities page.

FIND DOCUMENT

This option is used to display information about a particular document. 

1. Select the System Utilities menu option located on the left side of the Toolbox page. 
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Figure IV-39:  System Utilities Page

2. The Find Document page provides the options to search for documents by traveler’s first name, last name or by document number.  
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Figure IV-40:  Find Document Page

3. If a warning message appears stating, “No Documents Found,” select the “Click here to reload” link to refresh the list of documents.  A message will appear when the search is complete.  The option to review all the documents in your organization is also available by clicking on the drop down arrow next to the Document # field.

4. On the Find Document page click the down arrow to the right of the Document # field then select the document from the list.  
A list of the documents created by James Klein appears in the Document # field.  Click the drop arrow to view all documents.
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Figure IV-41:  Find Document Page

5. Click the Go button next to the Document # you selected.
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Figure IV-42:  Document Information Page

All of the information pertaining to this document is accessible from this page.  The right side of the page contains a document information section which provides you with the traveler’s name, the document type, the status of the document as well as the beginning and end date(s) of the trip.  If the document is Incomplete, the approver’s name, e-mail address, and phone number appear.  The left side of the page contains a menu list which allows you to view a Print preview, History and Summary of the document.

6. To return to the System Utilities page, select the Return to Utilities menu option.

7. To return to the Toolbox page, select the Return to Admin menu option.

PRINT
1. To view a printed version of the document, simply select the Print menu option.
The printable version of this document appears.
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Figure IV-43:  Print Document Page

This page can be used as a legal document.

2. To print this form, simply click the print button in your browser or go to File/Print from the Microsoft pull down menu options.  

3. After reviewing the information click the Back button appearing at the top of the page (before the printed data) to return to the Find Document page.
HISTORY
1. To view the history of the document, select the History menu option.
The History page appears.  
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Figure IV-44:  Document History Page

This page contains the date and time the document was created and/or modified; the name of the preparer; and the traveler’s name.

2. After reviewing the information select the Return to Find Doc. menu option to return to the Find Document page.
SUMMARY

1. To view the summary of the document, select the Summary menu option.  
· If your document has an Expense Report attached to it you will have to select which document you want to view:  the travel plan or the expense report.
The Summary page appears.  
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Figure IV-45:  Document Summary Page

This page contains a brief description of all the information the traveler entered in his/her document.

2. After reviewing the information select the Return to Find Doc. menu option to return to the Find Document page.  

WORKSHOP 3

1. Check to make sure one of the Users you created in Workshop 2 is not locked out of the system.   

2. Refresh one of the Users PIN and verify.  
3. Locate the documents for your Organization using the Toolbox features.
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