TM-2 Travel Manager Travel Office Course
Review An Authorization

 


TM-2, Using NASA GSFC 

Travel Manager System to Initiate Documents
Travel Office Course

Reviewing An Authorization

This document covers the steps to review an authorization at the Travel Office level
Scenario

Travel to MSFC for Training on Travel Manager.

Actual expense was authorized for lodging.


REVIEWING AN AUTHORIZATION

The Travel Clerk will receive an E-mail message that a document needs attention in the Travel Manager system.  The E-mail will contain the name of the document.  

The Travel Clerk logs onto the Travel Manager system.  The following message box will be displayed.
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1.
From the Doc Prep Module, click the File to Review Documents   The Review page is displayed with a list of all documents needing to be reviewed.
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1. The type of document to review can be specified by selecting the appropriate button in the Document Type box.  Only documents of that type will be displayed for review.  To display “All Documents” type is the default.

NOTE

All documents are listed in order by departure date.  The departure dates are displayed in reverse chronological order.

2. Click the Document Name desired from the list.  If adjustments have been made to the document, the Open Document Version Screen seen below will be displayed.  If no adjustments were made on the document, the Summary for Adjustment to Authorization page shown in step 3 will appear.  The most current version of the document is always denoted with an (**).  Double Click the line showing the (**) to open the most recent version.
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3.  Summary for Adjustment to Authorization page is displayed for the selected document.
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4. The Summary for Adjustment to Authorization page summarizes the information on the authorization.  All of the data entered can be viewed from this page by selecting the appropriate icon.  Take the key data from this screen and enter into TOTS.  TOTS will then produce the TG number, which must be entered in the TA Num field shown above.  (This field will remain blank until the document reaches the travel office to ensure proper numbering.)

5. Below is a screen shot of how the travel order should look after TOTS has been updated and the TG number entered into Travel Manager.  The Travel Clerk MUST remember to enter in the TG number onto each and every Authorization.  To enter the number, click in the field labeled TA Num, and type the TG number for this authorization exactly as it appears in the TOTs system.
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6. Click the Document Status Icon. [image: image7.png]= I [=i 3|
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  The document status screen will be displayed.  The Document Status screen is important to review to make ensure the document was routed properly to the correct approvers.
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7. The Travel Office Staff has multiple signing values; check the default status value in the Status pull down list.  The value should be “Approved” for travel authorizations.    

8. Check any remarks entered in the document history on the Status page for prior reviewer’s comments.  Click the Cancel button to return to the Document Summary.

9. To view the itinerary for this document, Click on the Itinerary icon [image: image9.png]= I [=i 3|

Adustment o Vauoher - 51-100 03 0MSFC
File Document Rates Tables Repots Setup Utiiies Modules Help
A 4[] AT =
e o
10: [T | e, Student
B
i TANum: 51-10000001
| tinera: vuNTSVILLE AL 03713702 - 03008102 S
A ricketed Tinspotation: 375.00 JBei| Lodgingmuie: 619,00
Acot: 512 NEW JON “ Comments: This is a reminder that your t
S = Dacumsotsi
Advance Applied: 0.00 Stous: PROCESSED .
el Notto Traveler: 1.240.00 B riing: Travaotics Con 5
L a
a[o]z Enter wavelers EID(Mandatony); For Lookup F10 or Dbicick B

Page 4 Sec 1 415 [At14" Inz Col4 ox

= L = & ® & 8 & e Ee




 The Itinerary page will be displayed.  
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10. Click OK to exit Itinerary Screen. 

11. The Comments icon [image: image11.png]


 on the Document Summary page should be checked for any additional comments that may affect approval of the document.  The comments area is used by the Preparer to communicate about the document.  If clicked the following Comments page will be displayed. 
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12. Click on the Ticketed Transportation icon [image: image13.png]= I [=i 3|
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 to review travel modes.  The Ticket Information page is displayed.
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13. Click Update to view the data for the desired record.  The Update Ticket Information page will be displayed.  If dates have been adjusted on the itinerary be sure to approve departure dates for the transportation mode.  Click Close to return to the Summary page.
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 to review all expenses.  The Expense page will be displayed.
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15. Click on the Update field to view the data for the desired record.  The Update Expense page will be displayed.  If dates have been adjusted on the itinerary be sure to certify dates for each Expense.
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16.  Check that all expenses are reasonable and allowed by regulation.  Adjust, Delete or modify and expense that does not have a receipt or falls outside regulations.  Click Done to return to the expense list after modifications are made as necessary. 

17.  Click Close.  The Summary page will be displayed again.  
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.  The Lodging & M&IE page will be displayed.  Review all expenses for each day.
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19. If any value exists in columns after the Per Diem Rate, modifications have been made to the Lodging and /or M&IE for that date.  Click on the Date field and click Update to view the data for the desired record.  The Update Lodging and M&IE page will be displayed.
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20. Review any expenses to verify costs from the Lodging and M&IE page.

21. Click OK.  The Lodging and M&IE page will be displayed again. 

22. Click OK.  The Document Summary is displayed.

23. If the document needs to be printed, Click File and then Print Preview to view the complete document.  It may be reviewed or printed.  Click on the top right X to close the print preview window and the Document Summary Page will be displayed.
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24. Click on the Document Status icon [image: image22.png]= I [=i 3|
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.  The Voucher Status page is displayed again.
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NOTE

All remarks from approvers, reviewers, and the Travel Office should be entered into the remarks section found in the document status screen before it is stamped.  Travelers and Preparers will enter all remarks in the comment section found in the document summary screen.

25. Enter the comments in the Remarks area that the TG number was added. Add any additional comments/ adjustments made to that document in the Remarks field.  If the document has been adjusted, state all adjustments that were made in this area. 

26. If the document is approved, stamp the document “Approved” (default).

27. If the document is disapproved, click on the Status pull down list and select “Return”.  The document will be returned to the Preparer for adjustments or cancellation.  

[image: image24.png]i) Hetes. isbies) ot @i fifizs, Madiizs, HEp

IR [7=] Toocunen statws or 511002 4 WsF =
Status: [0BLIGATE =] Signature PIN: [ 0K
I DBLIGATE
PENDING
Bemarks: PEOCESSED Gzl
REVIEWED
Document Routing Adjs
Name Status evel] =
TravelDifos Cortiier OBLIGATE 7 I it |
i Travel TRAVEL AGENT 8
Document History
Status Date_[Time Name o<
CREATED 02714702 10:05AM EST Brian iller
SIGNED 02/14/02 10:26AM EST Brian Miller
SIGNED 02/14/02 10:27AM EST Brian Miller -
TeavelM. || 4GT REVIEWED 02714702 10:438M EST Approver - E
(K] 2 =]
=
[Pae 11 seci s & | == izl s

g Start| B)03TM1 Revi..| 4 Ameica Onine| { T Travel Manag..| {8 Travel Manag.. B8] Documentl -...|[g3 Adiustment. . |GalN@) 10:434M





28. Enter the Signature PIN value.

29. Click the Stamp button.   The Pre-Audit Results page will be displayed for most signings.  Review the Pre-Audits.    If any audit fails, the word FAIL will be in the Status column.  A comment describing the failure will appear in the Comments column as shown above.  A fail may actually be a warning to draw attention to a particular process to ensure the approver has checked the audit.  Click the Close button to exit the pre-audit page.  (For a description of each of the Pre Audits, refer to the Appendix at the end of the user   guide, pages 2-6)

30. After reviewing the pre Audits and clicking close, the user is promoted if they wish to continue or not.  Click No at this promote take the user back to the document summary screen so further changes can be made.  Clicking Yes continues the stamping and routing of the document.
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31. After Clicking Yes to the above prompt, the user is prompted again to save and route the documents.  Click the Yes and that status of certified is stamped on the document.
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32. The last prompt Travel Manager will give is one asking if the user adjusted the document in any way.  Click yes.
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33. Enter the comments “See Remarks” in the adjustment comment window.  After entering those comments, you will be prompted to enter your signature pin to verify and save the changes.  Click OK when finished.
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34. If more documents reside in the queue for the Certifier, click File then Review and repeat the above steps.
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