TM-2 Travel Manager Travel Office Course
Certify A Local Voucher  

 


TM-2, Using NASA GSFC

Travel Manager System to Initiate Documents
Travel Office Course

Disbursing A Local Voucher  

This document covers the steps to certify a local voucher.  Travel details:

Scenario


Government employee travels to Headquarters: 

2 days Travel Manager training – 09/06/01 & 09/07/01.


CERTIFY LOCAL VOUCHER

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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2. The type of document to approve can be specified by selecting the appropriate button in the List Documents of Type box.  Only documents of that type will be displayed for review.  To display “All” types is the default.

NOTE

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

3. Click the Document Name desired from the list, then click OK.  If adjustments have been made to the Voucher, the Select Version will be displayed.  The one that should be certified is the most current one denoted by the (**).  Highlight this version by clicking once on the corresponding line and then click OK.
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4. The Summary for Adjustment to Local Voucher page is displayed for the selected document.
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5. The Summary for Adjustment to Voucher page summarizes the information on the voucher.  All of the data entered can be viewed from this page by selecting the appropriate icon.  To return to this page after viewing any other page, click Close or OK from any Update area to be returned to the above Summary screen
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.  The Local Voucher Status page is displayed. 
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7. For those users that have multiple signing values, check the default status value in the Status pull down list.  The value should be “DISBURSE”.    

8. Check any remarks entered in the document history on the Status page for prior signer’s comments.  Ensure that any additional approvals meet the approver’s requirements.

9. Click CANCEL and Document Summary for Voucher page will be displayed again.
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10. Click on the Expense icon [image: image9.png]= I [=i 3|
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.  The Expense page will be displayed.  Review all expenses.  
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11. Click on the Date field to view the data for the desired record, and then click Update.  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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12. 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.

13. The Comments icon [image: image12.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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14. 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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15. Click on the Document Status icon [image: image15.png]= I [=i 3|
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.  The Local Voucher Status page is displayed again. 
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16. Enter comments in the Remarks field stating any information pertaining to adjustments made to the document.  If the document is being returned, be sure to state the reasons.

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.
17. If the document is approved, stamp the document “DISBURSE” (default).

18.  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
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19. Enter the Signature PIN value.

20. 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)
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21. 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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22. 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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23. The last prompt Travel Manager will give is one asking if the user adjusted the document in any way.  If changes were made, click yes and type an explanation for what was changed and why.  After entering those remarks, you will be prompted to enter your signature pin to verify the changes.  If no modifications were made, click no and the certification for that document is complete.
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24. If more documents reside in the queue for the approver, click File then Review and repeat the above steps

Page 2
02/14/02 TM-2, V1.1

Page 32

