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The information contained in this document is proprietary to EDS and may not be transmitted or disclosed to anyone outside the Government without EDS’ written permission.  This information may also be transmitted or disclosed to third party Government support contractors assigned to the eTS Program Office functions provided appropriate Confidentiality Agreements are in place to protect EDS’ interests.
Table of Contents

3Chapter 1
INTRODUCTION


4Objectives


4The Travel Management Service


5Writing Conventions and User Tips


6Summary


7Chapter 2
APPROVING TRAVEL PLANS


8Objectives


9Reviewing a Travel Plan


9Summary Page


10Travel Plan Information Block


12Financial Details Block


13Comments Block


13Days Excluded Block


14Menu Options


15View Printout


16View Justification


17View Doc. Summary


18View Doc. History


19Edit Financial Details


22Approver Actions


23Approving the Travel Plan


25Returning the Travel Plan for Modification


27Deferring Approval of a Travel Plan


28Special Documents


28Sponsored Travel


29Sponsored Travel Financial Details Block


29Sponsored Travel View Doc. Summary


30Non-Fed Sponsored Travel


30Non-Fed Sponsored Travel Financial Details


31Non-Fed Sponsored Travel View Doc. Summary


32Group Travel


33Not To Exceed (NTE) Travel


34Increasing an NTE Amount


34Decreasing an NTE Amount


35NTE View Doc. Summary


36Summary


37WORKSHOP 1


38Chapter 3
APPROVING EXPENSE REPORTS


39Objectives


40Reviewing an Expense Report


40Summary Page


41Expense Report Information Block


43Financial Details Block


44Comments Block


44Days Excluded Block


45Menu Options


46View Printout


47View Justification


47View Doc. Summary


49View Doc. History


50Approver Actions


50Approving the Expense Report


52Returning the Expense Report for Modification


54Deferring Approval of an Expense Report


55Special Documents


55Sponsored Travel Expense Report


56Sponsored Travel Financial Details Block


56View Doc. Summary


57Non-Fed Sponsored Travel


57Non-Fed Sponsored Travel Financial Details


58Non-Fed Sponsored Travel View Doc. Summary


59Group Travel


60Not To Exceed (NTE)


61NTE Financial Details Block


61NTE View Doc. Summary


62Summary


63WORKSHOP 2


64WORKSHOP 3


65GLOSSARY




Chapter 1  
INTRODUCTION

Objectives

The TMS for Approving Officials is designed to help you to apply the fundamentals of Travel Management Service (TMS) approvals to all travel related documents generated by it. During this course, the participant will learn how approval chains are related to travel documents and use case studies to observe the workflow feature of the Approval subsystem

· Introduce the TMS e-travel service

· Identify writing conventions used in this manual

· Provide basic tips to the user

The Travel Management Service
· The TMS e-travel service is a government certified end-to-end, web-based, travel service that enables your organization to automate and outsource all its requirements for travel management and related finance operations.

· The core of the TMS is its web-based interface.  Because of its web-based design, you may access the TMS from any location in the world at any time via a web browser such as Microsoft Internet Explorer and/or Netscape Navigator.

· The TMS contains all of the modules needed to complete official travel in compliance with the Federal Travel Regulations including, but not limited to; travel planning, reservation and fulfillment, electronic routing and approval, and expense reporting.

· The TMS simplifies the job of an approving official by predefining limits and controls.  This allows the approving officials to manage by exception.

Writing Conventions and User Tips

This manual utilizes the following conventions:

	This item …
	Appears in …

	· Chapter & Section Titles
	· Italic Initial Caps 
(when used in the body of the manual to refer the reader to other Chapter/Sections)

	· Menu Items
	· Bold Initial Caps 
(items in list will be separated by a vertical bar: |)

	· Button Names and Field Names
	· Bold Initial Caps

	· Pathnames
(The route to access certain functions)
	· ALL CAPS
(items in list will be separated by a vertical bar: |)

	· User Input
	· Monospace


The following tips will make your usage of the TMS e-travel service more enjoyable:

·  The application incorporates its own navigational tools.  The user should not use the browser buttons in the toolbar to maneuver through the TMS.  Doing so may terminate your connection to the TMS and cause you to login again.  

· There is no need to double-click in the TMS.  All links and buttons in the service respond to single-click selection actions.  DO NOT DOUBLE-CLICK.

· The speed with which you utilize the e-travel service depends upon your connection to the internet.  Remember, the TMS is a web-based tool.  Keep in mind that you are actually on the Internet.  The speed of the application depends on your gateway connection to the internet.

· Make sure you allow the page to load completely before entering any data.

· For technical support contact the TMS Call Center via phone at 1-800-440-2735 or via email at customersupport@zegato.com.

Summary

· The TMS is your organization’s end-to-end e-travel system.

· The TMS is a web-based travel service available from any location at any time.  The Travel Management Service home page is www.fedtraveler.com
· The TMS supports all your travel needs including 
- Electronic preparation of travel documents, 
- On-line reservation & fulfillment, and 
- Electronic approval of travel requests & expense reports.

· The approval process is a critical component of the end-to-end e-travel concept of operations.

· There is a dedicated help desk which can reached via phone at 1-800-440-2735
via email at customersupport@zegato.com.
Chapter 2  
APPROVING TRAVEL PLANS
Objectives

· Review & Approve Travel Management Service (TMS) travel plans

· Review & Return travel plans to travel arranger for modification

In this chapter you will find:

· Reviewing a Travel Plan

· Detailed explanations of the Summary Page and Menu Options for reviewing a Travel Plan

· Steps for approving a travel request

· Steps for returning a travel request to the traveler and/or travel preparer

NOTE:  The process for approving a travel plan and an amended travel plan is identical.  Simply select the document to be approved from the list and click on the Open Document menu option.  For more information on this topic, refer to Selecting a Document for Review.  

Reviewing a Travel Plan

The approval page contains a Menu of approver actions as well as a Summary of the document the traveler or travel preparer submitted for your review/approval.  This summary contains various visual cues and indicators require your attention.  Detailed descriptions of those indicators follow.

[image: image2.png]Approval

® Retum Document e P sJHiC
o ViewDoc.Hstoy Cooem s fre ]

[ 123.323.0032.3454 4508.423 2100 000 $228520

Estimsted Cost $2.265.20

ENTERPIN Approver's Comments

Retum o Desktop

0610512004, 061082004




Figure 2‑1: The Travel Plan Approval Page

Summary Page

The Summary Page comprises the right side of the screen and has several components: Travel Plan Block, Financial Details Block, Comments Block, Days Excluded Block.  A separate subsection for each component follows providing a detailed description of that component and its contents.  

Travel Plan Information Block
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Figure 2‑2: The Travel Plan Information Block

The first section of the Summary Page provides information not only about the trip, but also pertaining to your role-based access rights.

In this block you will find both general information to uniquely identify this document and visual indicators (Alerts) to specific items within the document that require your attention.  

A listing of the specific data you will see appears below.

· Document Type and Number

· Role-based access rights of approving official

· Traveler’s Name

· Destination City

· Duration of the trip

· Reason for travel

Note:  If the traveler received an ATM advance, this information will appear below the Purpose line.

Alerts
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Figure 2‑3: The Travel Plan Alerts Block

The Travel Info Block may also contain up to five alerts located in the upper right hand corner of the page.  These alerts will notify the approving official that certain conditions exist in the travel plan and require review.  

The five alerts, which may appear in this section are summarized below.

[image: image5.jpg]



Indicates you have exceeded your funding balance.  When this alert appears, the Financial Details Block will show a negative Balance field, indicated by parentheses surrounding the amount. (See Financial Details Block.)
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Indicates there is a justification for your review.  When this alert appears, the Menu will also have a View Justification item in it.  (See View Justification for more information.)
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Indicates personal leave included in trip.  This alert notifies the approving official that one or more days have been excluded from the travel plan as days not needing any per diem rates allocated to them.  When this alert appears, an extra information block also appears in the Summary Page after the Comment Block.  (See Days Excluded Block.)
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Indicates this person is an Invitational Traveler.
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Indicates a portion of the traveler’s trip has been charged to a centrally billed account.

Financial Details Block
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Figure 2‑4: The Travel Plan Financial Details Block

The second section of the Summary Page contains the Financial Details Block.  It displays the name of the accounting string (Cost Center) to be charged for this trip as well as the Budget Object Code (Object Class), the Balance remaining in the cost center, the Allocation for this trip and the Estimated Cost for this travel. 

Some important items to keep in mind as you review these documents follow:

· The document will automatically route to the next approving official in the Approval Chain and/or the funds certifier.

· The budget will automatically adjust based on the approval action taken.  After the final approval, the Allocation amount is obligated until either the travel is canceled or an expense report is generated.

· An override function is available when travel would result in insufficient funds.

Comments Block
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Figure 2‑5: The Travel Plan Comments Block 

The Comments Block displays any comments the traveler or travel preparer may have entered into the travel plan.  It also provides a field allowing the approving officials to communicate with the traveler.  Comments from one approving official will remain in the approver’s Comment Block as the document is routed through the traveler’s approval chain.  Thus, approving officials at all levels may enter comments which will be visible to all subsequent approving officials.  
If any approving official returns a document to the traveler or travel preparer, he/she must enter a comment describing the reasons for returning the document.  (See Returning The Travel Plan for Modification.)

Days Excluded Block
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Figure 2‑6: The Travel Plan Days Excluded Block 

The bottom of the approval page contains the Days Excluded section.  The dates listed here will be excluded from all per diem calculations for this travel plan.  You may need to scroll down the page to access this section.

Menu Options

To review the document in further detail, use the menu options located on the left side of the approval page.  The list of options displayed is dynamic and varies depending on the information the traveler enters when preparing the request. To invoke any of the options, click on the corresponding button.  These options are discussed in detail in the following sections.
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Figure 2‑7: The Menu Options
View Printout

The View Printout option will generate a printer-friendly version of the document.  When used, it will display the traveler’s profile information, an itinerary of travel segments, the estimated cost of the trip, accounting details, comments entered by the traveler for your review and the authorization signatures that are required for approval.

To return to the TMS approval page, use the back link provided at the top of the displayed page. (See screen shot below.)  As stated at the beginning of this manual, please do not use the browser buttons located on the toolbar.  This could result in a termination of your connection to the TMS system.
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Figure 2‑8: The View Printout Page 

View Justification

The View Justification option displays the explanation entered by the traveler for expenses that required justification as per the Federal Travel Regulations (FTR).  
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Figure 2‑9: The View Justification Page

To return to the approval page after reviewing this information click the Return to Approval button.

View Doc. Summary
The View Document Summary option displays a detailed breakdown of the expenses the traveler intends to incur during travel as well as an itinerary and other financial information.

At the top of this page, you will also find the Document Number for this travel document.

[image: image16.png]= Retumto Approval

Date 'MBIE Est/Max Lodging Est./Max Rental Car Excluded Day Rail Cost Rail #
e e e = =
e e = =
e = =
e e = = =
— e = = =
= e = - =
e = =
D e e s = =
e

Depart Arrive. ‘Segment Type Travel Mode Payment Method
e e e
e D e o

Cost Center Object Class Allocation
=

Estimated Cost ~$1370.41
Requested Advance 5000

Hotel Information Car Rental Information

Name Address Phone Confirmation Nbr. Name Address Phone Size  Confirmation Nbr.
Wamiot - - - Hertz - Economy -

Ticket Information
Carrier_Flight Number Seat Travel Mode Payment Method Ticket Number
American 1234 - Contract Flight Govt Centrally Billed -

American 4321 - Contract Flight Govt Centrally Billed -

Name Description

MISCELLANEOUS To cover the unexpected





Figure 2‑10: The View Doc. Summary Page 

View Doc. History 
The View Document History item serves as an audit trail for the document.  This allows you to view the date and time the document was created, as well as all modifications to the document since its creation.  
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Figure 2‑11: The Document History Page
To return to the approval page after reviewing this information click the Return to Approval button.

Edit Financial Details
As an approving official you have the ability to change the Cost Center and Object Class assigned to this travel document.  To accomplish this, click on the Edit Financial Details option and follow the steps below.

1. Click on the Insert hyperlink located to the right of the line of accounting you wish to modify.
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Figure 2‑12: Edit Financial Details

2. A list of valid Cost Centers is displayed.  Select a Cost Center by clicking on its description (blue link).  

NOTE: To select an Object Class repeat steps 1 and 2, but instead of selecting a cost center select an
object class from the object class list.
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Figure 2‑13: Edit Financial Details-Select an Object Class 

The TMS also provides the functionality to select a cost center from another organization.  This feature enables a sponsoring organization to be charged directly for the travel about to be undertaken.  To utilize this function, simply follow the steps outlined below. 
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Figure 2‑14: Edit Financial Details-Select a Cost Center from another Organization

1. Select the organization having the cost center that will pay for this travel by clicking the drop-down arrow to the right of the Organization Selection Field then clicking once on the appropriate organization.

2. Indicate whether you want to search by Descriptions or Cost Centers by clicking on your choice in the Search Criteria Box.

3. To narrow the search list, you may enter the first few characters of the description or cost center in the text box next to the Search button.  If you do not have this information, you may skip this step.

4. Click the Search button.  After locating the cost center, select your choice by clicking on the blue lettered link.

Adding Lines of Accounting

To add an additional line of accounting click on the Insert hyperlink next to the first blank accounting line and select a valid cost center and object class from the list that appears (as described in the previous section).  

Next, enter the dollar amount you intend to charge to the new line of accounting in the Amount field.  Note that the first accounting line balance is adjusted by the amount entered in the second accounting line.  
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Figure 2‑15: Edit Financial Details-Split Allocation 

NOTE: As an approving official you may edit the Financial Details information on a Travel Plan, but NOT on an Expense Report.  

Approver Actions

After reviewing the information the traveler submitted you may take one of three approval actions:

· Approve the travel plan

· Return the travel plan to the traveler for modification

· Defer approval of the travel plan

During the approval process the system validates whether the organization permits an approving official to approve his/her own documents.  If an approving official does not have access to this feature a message will appear as follows: 
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Figure 2‑16: Security Warning message
Approving the Travel Plan

To approve a travel plan, enter your PIN in the PIN field on the left side of the page then click on the Approve Document button.
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Figure 2‑17: Approving the Travel Plan
If the travel plan contains any items that required the traveler to enter a justification, the TMS will remind you to review the explanation they entered at this time.  (See View Justification.)  Simply click the OK button to continue.
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Figure 2‑18: System Notification to the Justifications

A final dialog box will appear to confirm the action you specified.  Click on the OK button to verify the action you requested is in fact the action you wish to execute.
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Figure 2‑19: System Notification that you are about to Approve the Travel Plan

At this point, 

· The document is electronically routed to the next Approving Official in the approval chain.  When the final approver approves the document, the TMS applies an electronic signature and sends the necessary information to the ticketing and accounting systems.  

· The system sends an obligation for the amount shown in the Financial Details Block to your accounting system.

· The system sends the traveler an e-mail notification that his/her document has been approved, and the status of the document on the traveler’s desktop is updated to reflect that it has been approved. (See below.)
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Figure 2‑20: Traveler’s Desktop views before and after approval
Returning the Travel Plan for Modification

The procedures for returning a document are identical to those for approving a document except that you must enter the reason you are returning the document in the Comments field. (See Comments Block for more information on entering comments.)

To return a document to the traveler or travel preparer, follow these steps:

1. Enter a Comment identifying the reasons for returning the document.

2. Enter you PIN in the ENTER PIN field.

3. Click on the Return Document button.
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Figure 2‑21: Returning the Travel Plan
A final dialog box will appear to confirm the action you specified.  Click on the OK button to verify the action you requested is in fact the action you wish to execute.
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Figure 2‑22: System Notification that you are about to Return the document

The returned travel plan will appear on the traveler’s desktop with a status of Returned and an envelope icon appears in the Msg field as shown below.
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Figure 2‑23: Travelers Desktop showing the Returned document

When the traveler clicks on this icon, the approving official’s Comment is displayed with a message button for editing and resubmitting the Travel Plan.
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Figure 2‑24: Comments from the approver

Deferring Approval of a Travel Plan

Click on the Return to Desktop button to exit the approval process without taking any action.  This will leave the document on your desktop for action at a later date.
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Figure 2‑25: Return to the Desktop View

Special Documents

The documents listed in this section differ only slightly from the travel plans already presented.  The differences are highlighted in an appropriate subsection for each type of document.  The types of Special Documents presented in this section include:

· Sponsored Travel

· Non-Fed Sponsored Travel 

· Group Travel

· Not To Exceed (NTE) Travel

The approval process and functions are the same as already discussed in the preceding sections of this manual.  Therefore, the following subsections will only highlight those portions of the TMS that differ from the previously discussed documents.

Sponsored Travel

Sponsored Travel means a portion of the travel costs will be paid by another organization.  For example, the traveler’s hotel and meals may be sponsored by another organization, but the traveler’s transportation and Miscellaneous Costs will be covered by his/her own organization.  
Sponsored travel documents appear in the approver’s document list with the designation (SPN) immediately following the document type.  

Sponsored Travel Financial Details Block 

The Financial Details block of the approver’s main page displays a hyperlink indicating the sponsored amount.  Clicking on the hyperlink repositions the page to a line-item breakdown of the sponsored amounts.  
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Figure 2-26:  Sponsored Traveler Financial Details Block
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Figure 2-27:  Sponsored Traveler Breakdown Block

In the Sponsored Travel Breakdown block above, the sponsoring agency has agreed to pay the travelers Meals Allowance, Lodging and Rental Car.  However, the travelers own agency is responsible for costs associated with Transportation and Other Expenses. 

Sponsored Travel View Doc. Summary

The View Document Summary menu option also displays the Sponsored Travel Breakdown.   This block of information appears at the lower right-hand side of the page next to the Justifications block.
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Figure 2‑28: The View Doc. Summary Page

Non-Fed Sponsored Travel

Non-Fed Sponsored Travel is Sponsored Travel where the costs, or a portion thereof, are paid for by a non-federal entity.  This is usually a private sector company, which is paying some portion of the travel costs.

Non-Fed Sponsored travel documents appear in the approver’s document list with the designation (Non-Fed SPN) immediately following the document type.  

Non-Fed Sponsored Travel Financial Details

The Financial Details block of the approver’s main page displays a hyperlink indicating the non-federally sponsored amount.  Clicking on the hyperlink repositions the page to a line-item breakdown of the sponsored amounts.  
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Figure 2-29: Non-Fed Sponsored Travel Financial Details Blocks

The Non-Fed Sponsored Travel Breakdown includes additional information about payment types not appearing in regular Sponsored Travel documents.  Each Payment Type indicates how payment will be made to the traveler.  In the example below, the Non-Federal Sponsoring agency has agreed to pay for the traveler’s lodging and Transportation via Payment in Kind.
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Figure 2-30: Non-Fed Sponsored Travel Breakdown Block

The three payment types are described below.  

· Payment in Kind – Payment is made to the traveler in the form of transportation tickets, or paid-for lodging.  The traveler does not receive any cash but instead receives the item that was purchased.

· Payment in Cash – Payment is made to the traveler in cash to pay for trip expenses.

· Reimbursable (Reim) Payment – The traveler initially incurs the expense and is reimbursed via an expense report. 

Non-Fed Sponsored Travel View Doc. Summary

The View Document Summary menu option also displays the Sponsored Travel Breakdown.   This block of information appears at the lower right-hand side of the page next to the Justifications block and details not only the sponsored amounts but also the payment type used.
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Figure 2-31: Non-Fed Sponsored Travel View Doc. Summary Block

Group Travel

Group Travel is used to create travel authorizations for a group of travelers in your organization.  A list of all the travelers included in this authorization appears at the bottom of the approver’s main page.  
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Figure 2-32: Group Travel Approval Block

In the Financial Details block the Allocation represents the total expected cost for all travelers in the group.  
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Figure 2-33: Group Travel Financial Details Block

Not To Exceed (NTE) Travel

NTE travel is used primarily for travel in accordance with the Govt Employees Training Act.  Generally, this means there is a limited amount of funds available for the travel.  NTE travel is usually associated with one cost center while any amounts in excess of the NTE amount are assigned a different cost center or paid by the traveler.  

NOTE:  Only the Dynamic Approver associated with NTE Travel may increase the NTE amount by using the Edit Financial Details function of the approver’s page.  However, any approving official may Return the document to the traveler/travel preparer to lower the NTE amount.  If no Dynamic Approver has been assigned, then the travel plan must be returned to the traveler/travel preparer to raise or lower the NTE amount.
If a Dynamic Approver has been assigned, the approver’s page displays two messages to the approving officials concerning increasing and decreasing the NTE amounts.
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Figure 2-34: Group Travel Financial Details Bloc
When any approving official accepts an NTE document, the confirmation message prompts him/her to certify that the travel document is approved “per Govt Employees Training Act.”
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Figure 2‑35: Govt Employees Training Act notification
Increasing an NTE Amount

To increase the NTE amount, the Dynamic Approver must select the Edit Financial Details menu option.  Then, enter the new NTE amount in the field provided and click the Calculate button.  The NTE amount in the Summary of Expenses section and the total in the Trip Allocations section will reflect the new amount.
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Figure 2‑36: Financial Summary for NTE 

Decreasing an NTE Amount

To lower the NTE amount, the Dynamic Approver must return the document to the traveler/travel preparer with a Comment indicating that he/she must edit the plan to reduce the NTE amount and resubmit it.  If the approver tries to lower the amount using the Calculate button as described above, an error message appears stating this.
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Figure 2‑37: NTE reduction error notice
NTE View Doc. Summary

The View Document Summary menu option also displays the Not To Exceed block.   This block of information appears at the lower right-hand side of the page next to the Ticket Information block and details not only the NTE amounts but also the Estimated Out of Pocket expense for the traveler.
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Figure 2‑38: NTE View Document Summary page
Summary

· The TMS Approval page contains a menu of approver actions and reviewing tools on the left side of the screen and a summary of information on the right side.

· The Travel Info Block will display alert icons if any are applicable to the travel plan.  These icons indicate special items/circumstances, which the reviewing official should scrutinize.

· Reviewing officials have the ability to edit the Financial Details of the travel plan by selecting different cost centers and object classes or by splitting the allocations among several cost centers.

· Approving officials may either, Approve a travel plan, Return it to the traveler/travel preparer or defer approval.

· Special Documents contain specific information pertaining to the nature of that document:  i.e. sponsored amounts, names of individuals in a group or not to exceed limits placed on a specific travel plan.

WORKSHOP 1

This workshop assumes that there are documents on your desktop ready for review.  If not, you may complete the Workshop exercises in the Introduction to Travel Management Service manual then proceed with these exercises.

1. Sign on to the TMS and access your Approval Desktop.

2. Select a travel plan that is awaiting your approval and open it.

3. Review the Document Summary, History, and any Justifications of the travel plan you chose to review.

4. Change the Cost Center and Object Class the traveler specified to a different Cost Center and Object Class of your choosing.

5. Approve or Return the document.  

NOTES: ____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________

____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
Chapter 3  
APPROVING EXPENSE REPORTS

Objectives

· Review & Approve Travel Management Service (TMS) expense reports

· Review & Return expense reports to traveler for modification

In this chapter you will find:

· Reviewing an Expense Report

· Detailed explanations of the Summary Page and Menu Options for reviewing a Expense Report

· Steps for approving an Expense Report

· Steps for returning an Expense Report to the traveler and/or report preparer

NOTE: The process for approving an expense report, an amended report and a local expense report is 
identical.  Simply select the document to be approved from the list and click on the Open
Document menu option.  For more information on this topic, refer to Selecting a
Document for Review.  

Reviewing an Expense Report

The process used to approve expense reports and amended expense reports is almost identical to the process used to approve travel plans.  Expense reports, however, contain the actual expenses incurred, versus the estimated amounts reflected on a travel plan.  

Expense reports contain a few other differences as listed below:

· More details in the Financial Summary Block;

· Inability to modify accounting data, i.e. Cost Centers and Object Classes or split allocations;

· Approval of an expense report closes the travel transactions.

The approval page contains a Menu of approver actions as well as a Summary of the document the traveler or travel preparer submitted for your review/approval.  This summary contains various visual cues and indicators that may require your attention.  Detailed descriptions of those indicators follow.
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Figure 3‑1: Approving an Expense Report

Summary Page

The Summary Page comprises the right side of the screen and has several components: Expense Report Block, Financial Details Block, Comments Block, Days Excluded Block.  A separate subsection for each component follows providing a detailed description of that component and its contents.  

Expense Report Information Block
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Figure 3‑2: Expense Report Information Block

The first section of the Summary Page provides information not only about the trip, but also pertaining to your role-based access rights.

In this block you will find both general information to uniquely identify this document and visual indicators (Alerts) to specific items within the document that may require your attention.  

A listing of the specific data you will see appears below.

· Document Type and Number

· Role-based access rights of approving official

· Traveler’s Name

· Destination City

· Duration of the trip

· Reason for travel

Alerts
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Figure 3‑3: Expense Report Alerts
The Expense Report Info Block may also contain up to five alerts located in the upper right hand corner of the page.  These alerts will notify the approving official that certain conditions exist in the expense report and require review.  

The five alerts that may appear in this section, are summarized below.
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Indicates you have exceeded your funding balance.  When this alert appears, the Financial Details Block will show a negative Balance field, indicated by parentheses surrounding the amount. (See Financial Details Block.)
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Indicates there is a justification for your review.  When this alert appears, the Menu will also have a View Justification item in it.  (See View Justification for more information.)
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Indicates personal leave included in trip.  This alert notifies the approving official that one or more days have been excluded from the expense report as days not needing any per diem rates allocated to them.  When this alert appears, an extra information block also appears in the Summary Page after the Comment Block.  (See Days Excluded Block.)
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Indicates this person is an Invitational Traveler.
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Indicates a portion of the traveler’s trip has been charged to a centrally billed account.

Financial Details Block

[image: image55.png]inancial Details

Estimated Cost _ §1,364.91

l ==
Ciass

s 12452110000 4P4J340000 WAZ3430000 2109 (s26,29299)  $1,36491
0s

Aotusi Cost $1,36491
Less Centrally Billed Tiokets  $345.00

Amount Due Traveler  $1,019.91




Figure 3‑4: Financial Details Block

The second section of the Summary Page contains the Financial Details Block.  It displays the Estimated Cost, the name of the accounting string (Cost Center) to be charged for this trip as well as the Budget Object Code (Object Class), the Balance remaining in the cost center, the Allocation for this trip and the actual cost for this trip. 

If the traveler has received an advance for this trip it will also be displayed in this information block.  This section also shows any amounts designated by the traveler to be paid directly to the travel card and any amounts paid for by a centrally billed card.  These amounts are deducted from the total costs and the net amount due the traveler appears as the last entry.

NOTE:  Approving officials may NOT edit the financial details of an expense report as they may in a travel plan.  If any corrections to this data must be made, the document must be returned to the traveler with explicit instructions on what to change.  (See Returning the Expense Report for Modification.)

Comments Block
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Figure 3‑5: Comments Block
The Comments Block displays any comments the traveler or travel preparer may have entered into the travel plan.  It also provides a field allowing the approving officials to communicate with the traveler.  Comments from one approving official will remain in the approver’s Comment Block as the document is routed through the traveler’s approval chain.  Thus, approving officials at all levels may enter comments that will be visible to all subsequent approving officials.  

If any approving official returns a document to the traveler or travel preparer, he/she must enter a comment describing the reasons for returning the document.  (See Returning The Expense Report for Modification.)

Days Excluded Block
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Figure 3‑6: Days Excluded Block

The bottom of the approval page contains the Days Excluded section.  The dates listed here will be excluded from all per diem calculations for this expense report.  You may need to scroll down the page to access this section.

Menu Options

To review the document in further detail, use the menu options located on the left side of the approval page.  The list of options displayed is dynamic and varies depending on the information the traveler enters when preparing the request.  To invoke any of the options, click on the corresponding button.  These options are discussed in detail in the following sections.
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Figure 3‑7: Expense Report Menu Options 
View Printout
The View Printout option will generate a printer-friendly version of the document.  When used, it will display the traveler’s profile information, comments entered by the traveler, an itinerary of travel segments, a summary of payments made, an itemized expense list, accounting details and the authorization signatures that are required for approval.

To return to the TMS approval page, use the back link provided at the top of the displayed page. (See screen shot below.)  As stated at the beginning of this manual, please do not use the browser buttons located on the toolbar.  This could result in a termination of your connection to the TMS system.
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Figure 3‑8: Expense Report View Printout 
View Justification

The View Justification option displays the explanation entered by the traveler for expenses that required justification as per the Federal Travel Regulations (FTR). 
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Figure 3‑9: Expense Report View Justification

To return to the approval page after reviewing this information click the Return to Approval button.

View Doc. Summary
The View Document Summary option displays a detailed breakdown of the expense report including the costs incurred during travel as well as the travel itinerary and other financial information.

When invoked, this menu item defaults to the expense report being reviewed, but the approving official may specify which document summary to display: the travel plan or the expense report.  Select the appropriate item from the drop-down list and click on the GO button.  The chosen summary will then display.
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Figure 310: View Document Summary

At the top of this page, you will also find the Document Number for this expense report.
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Figure 3‑11: Expense Report Document Summary Page 
View Doc. History
The View Document History item serves as an audit trail for the document.  This allows you to view the date and time the document was created, as well as all modifications to the document since its creation.  
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Figure 3‑12: View Document History

To return to the approval page after reviewing this information click the Return to Approval button.

Approver Actions

After reviewing the information the traveler submitted you may take one of three approval actions:

· Approve the expense report

· Return the expense report to the traveler for modification

· Defer approval of the expense report

Approving the Expense Report

To approve an expense report, enter your PIN in the PIN field on the left side of the page then click on the Approve Document button.
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Figure 3‑13: Approving the Expense Report

If the expense report contains any items that required the traveler to enter a justification, the TMS will remind you to view the explanation they entered at this time.  (See View Justification.)

A final dialog box will appear to confirm the action you specified.  Click on the OK button to verify the action you requested is in fact the action you wish to execute.
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Figure 3‑14: System Confirmation Notification

At this point,
· The document is electronically routed to the next Approving Official in the approval chain.  When the final approver approves the document, the TMS applies an electronic signature and sends the necessary information to your accounting systems for payment to the traveler.  

· The system sends the traveler an e-mail notification that his/her document has been approved, and the status of the document on the traveler’s desktop is updated to reflect that his travel transaction has been completed. (See below.)  

· The document status will indicate Complete and this document will be automatically archived in the My Archive section of the desktop 15 days later. 

NOTE:  If the traveler amends the completed expense report, archiving will take place 15 days after approval of the amended report.
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Figure 3‑15: Travelers Desktop Before and After Approval
Returning the Expense Report for Modification

The procedures for returning a document are identical to those for approving a document except that you must enter the reason you are returning the document in the Comments field. (See Comments Block for more information on entering comments.)

To return a document to the traveler or travel preparer, follow these steps:

1. Enter a Comment identifying the reasons for returning the document.

2. Enter you PIN in the ENTER PIN field.

3. Click on the Return Document button.
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Figure 3‑16: View returning the Document 
A final dialog box will appear to confirm the action you specified.  Click on the OK button to verify the action you requested is in fact the action you wish to execute.
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Figure 3‑17: System Confirmation Notification

The returned expense report will appear on the traveler’s desktop with a status of Returned and an envelope icon appears in the Msg field as shown below.
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Figure 3‑18: Travelers Desktop Showing Returned Document
When the traveler clicks on the envelope icon, the approving official’s Comment is displayed with a button to Open the report for editing and resubmitting.
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Figure 3‑19: Returned Comments
Deferring Approval of an Expense Report

Click on the Return to Desktop button to exit the approval process without taking any action.  This will leave the document on your desktop for action at a later date.
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Figure 3‑20: Approval Main Page and Approvers Desktop Showing Document Awaiting Approval 
Special Documents

The documents listed in this section differ only slightly from the expense reports already presented.  The differences are highlighted in an appropriate subsection for each type of document.  The types of Special Documents presented in this section include:

· Sponsored Travel

· Non-Fed Sponsored Travel 

· Group Travel

· Not To Exceed (NTE) Travel

The approval process and functions are the same as already discussed in the preceding sections of this manual.  Therefore, the following subsections will only highlight those portions of the TMS that differ from the previously discussed documents.

Sponsored Travel Expense Report

Sponsored Travel means a portion of the travel costs will be paid by another organization.  For example, the traveler’s hotel and meals may be sponsored by another organization, but the traveler’s transportation and Miscellaneous Costs will be covered by his/her own organization.  
Sponsored travel documents appear in the approver’s document list with the designation (SPN) immediately following the document type.  

Sponsored Travel Financial Details Block

The Financial Details block of the approver’s main page displays a hyperlink indicating the sponsored amount.  Clicking on the hyperlink repositions the page to a line-item breakdown of the sponsored amounts.  
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Figure 3-23:  Approvers View of Sponsored Travel Financial Details Block


[image: image74.png]Sponsored Travel Breakdown
[Cateaory[sporsored Trave

MalE 32260
Lodging $8500
Rental car $18300
Transportation 000

Other Expenzes 000




Figure 3-24:  Approvers View of Sponsored Travel Breakdown Block

In the Sponsored Travel Breakout block the expenses that are to be paid by the sponsoring agency are listed.  In this example, Transportation and Other Expenses will be paid by the traveler’s home agency. 

View Doc. Summary 

The View Document Summary menu option also displays the Sponsored Travel Breakdown.   This block of information appears at the lower right-hand side of the page next to the Justifications block.
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Figure 3-25:  The View Doc. Summary Page

Non-Fed Sponsored Travel
Non-Fed Sponsored Travel is Sponsored Travel where the costs, or a portion thereof, are paid for by a non-federal entity.  This is usually a private sector company, which is paying some portion of the travel costs.

Non-Fed Sponsored travel documents appear in the approver’s document list with the designation (Non-Fed SPN) immediately following the document type.  

Non-Fed Sponsored Travel Financial Details

The Financial Details block of the approver’s main page displays the estimated costs from the travel plan as well as a hyperlink indicating the non-federally sponsored amount.  Clicking on the hyperlink repositions the page to a line-item breakdown of the sponsored amounts.  
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Figure 3-31: Financial Details Block of Non-Fed Sponsored Travel Expense Report

The Non-Fed Sponsored Travel Breakdown includes additional information about payment types not appearing in regular Sponsored Travel documents.  Each Payment Type indicates how payment will be made to the traveler.  In the example below, the Non-Federal Sponsoring agency has agreed to pay for the traveler’s lodging and Transportation via Payment in Kind.
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Figure 3-32: Non-Fed Sponsored Travel Breakdown in Expense Report

The three payment types are described below.  

· Payment in Kind – Payment is made to the traveler in the form of transportation tickets, or paid-for lodging.  The traveler does not receive any cash but instead receives the item that was purchased.

· Payment in Cash – Payment is made to the traveler in cash to pay for trip expenses.

· Reimbursable (Reim) Payment – The traveler initially incurs the expense and is reimbursed via an expense report. 

Non-Fed Sponsored Travel View Doc. Summary
The View Document Summary menu option also displays the Sponsored Travel Breakdown.   This block of information appears at the lower right-hand side of the page next to the Justifications block and details not only the sponsored amounts but also the payment type used.
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Figure 3-33:  Non-Fed Sponsored Travel Breakdown in Expense Report

Group Travel

Group Travel is used to create travel authorizations for a group of travelers in your organization.  Unlike the Group Travel Plan, the other members of the Group are not associated with the traveler’s Expense Report.  The Approval screen does not include any special information. 
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Figure 3-34:  Group Travel Approval 
Not To Exceed (NTE)
NTE travel is used primarily for travel in accordance with the Govt. Employees Training Act.  Generally, this means there is a limited amount of funds available for the travel.  NTE travel is usually associated with one cost center while any amounts in excess of the NTE amount are assigned a different cost center or paid by the traveler.  

If a Dynamic Approver has been assigned, the approver’s page also displays a message to the approving officials concerning increasing or decreasing the NTE amount.  In either case, the document must be returned to the traveler/travel preparer with a comment indicating what to do.
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Figure 3-35:  NTE Travel Approval 
When any approving official accepts an NTE document, the confirmation message prompts him/her to certify that the travel document is approved “per Govt Employees Training Act.”

[image: image81.emf]


Figure 3-36: Warning of NTE Travel Approval
NTE Financial Details Block

The NTE Financial Details Block displays the estimated costs from the traveler’s travel plan as well as the actual Out of Pocket expenses.
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Figure 3-37:  NTE Travel Approval 
The actual expense of $1,612.76 is shown.  However, in addition to that actual expense, the Not to Exceed amount ($1,300.00) is shown in the window.   The traveler is responsible for the expense that is over the Not to Exceed dollar amount, in this case $312.76. 

NTE View Doc. Summary

The View Document Summary menu option also displays the Not To Exceed block.   This block of information appears at the lower right-hand side of the page next to the Ticket Information block and details not only the NTE amounts but also the Estimated Out of Pocket expense for the traveler.
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Figure 3-38:  NTE View Doc. Summary
Summary

· The TMS Approval page contains a menu of approver actions and reviewing tools on the left side of the screen, and a summary of information on the right side.

· The Expense Report Info Block will display alert icons if any are applicable to the document.  These icons indicate special items/circumstances that the reviewing official should scrutinize.

· Reviewing officials do not have the ability to edit the Financial Details of the expense report as they do in the travel plan. 

· Approving officials may, approve an expense report, return it to the traveler/travel preparer, or defer approval.

· When approving a Sponsored Traveler Expense Report the Approver should check the Sponsored Traveler Breakdown box to see if there are any comments associated with any particular category.

WORKSHOP 2

This workshop assumes that there are documents on your desktop ready for review.  If not, you may complete the Workshop exercises in the Introduction to Travel Management Service manual then proceed with these exercises.

1. Select an expense report awaiting your approval and review the printout of the document.

2. Review the cost center information to which the traveler has selected to have travel expenses charged.

3. Place your mouse over the binoculars to view the name of the cost center. 

4. Return the document to the traveler.  Enter a Comment explaining the reason for the Return.

NOTES:_____________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

WORKSHOP 3

This workshop assumes that there are documents on your desktop ready for review.  If not, you may complete the Workshop exercises in the Introduction to Travel Management Service manual then proceed with these exercises.

1.  Review a local expense report that is awaiting your approval.

2. Review and document, the level of the approval chain you are on. 

3.  Approve the document (Note the document information)

4.  Go to the past approvals desktop and review the document you just approved.  Review the history of 

 the document for your approval history.

NOTES:_________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

GLOSSARY

	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.



	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 documents are stored.



	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.



	Document Number – The identifier the system administrator creates to associate documents with trips.



	EFT – Electronic Fund Transfer.



	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 may be the same as the travel plan path or it may be different.



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



	Justification – This is an explanation the TMS requires the traveler to provide when 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, transportation, and rental car.



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



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