TM-2 Travel Manager Travel Office Course
Electronic Processing

 


TM-2, Using NASA GSFC 

Travel Manager System to Initiate Documents
Travel Office Course

Electronic Processing An Authorization

This document contains instructions for Travel Office Clerk to process Travel Authorizations in Electronic Processing.  


A. Electronic Processing Administration (EPA)

B. Electronic Processing (EP)

C. Audit/Fail/Pending Process

D. Adjust Failed Documents

Process Documents in Electronic Processing

The functions described in this exercise explain the roles and responsibilities for the Travel Office Clerk to process a Travel Authorization.

When the travel authorization comes into the Travel Office:

1. The Travel Clerk will review the Travel Authorization after the Management Approvers and Reviewers have approved the document.  They will then stamp "OBLIGATE" on the Authorization in Travel Manager.

2. CI Travel will receive the Authorization from the Travel clerk in a “View Only” Mode to verify ticketed Items.  They will then stamp "Travel Agent" on the Authorization in Travel Manager.

.

When CI Travel has verified the travel authorization and the Travel Clerk has stamped the document "Obligate": 

1. The Travel Clerk will process the document through EPA and EP.

2. If any documents fail during EP, the Travel Clerk will need to correct them and reprocess them in EP.

A. EP ADMINISTRATION PROCESS 

1.
Log into Travel Manager using the Gui icon found on your desktop. The Travel Manager – Doc Prep window will be displayed.
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2. 
Click Modules on the menu selection toolbar.  Select EP Administration.  The EP Admin Module will be displayed.  This module is used to tell Travel Manager which documents are desired to process out of the system by selecting a specific status code.
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3.
Click Processing on the menu selection toolbar.  Select Documents To Process
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3. The Process Status Codes window will be displayed.
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4. If the status code desired does not exist in the Status Codes For Process box on the right, highlight the desired status code in the Status Codes Available on the left and click the Select button. The selected status code will now appear in the Status Codes For Process box on the right.  To remove a status code from the Status Codes For Process box on the right, highlight the status code to be removed and click the Remove button.  The status code will be returned to the Status Codes Available box on the left.  The status code for Authorizations to be processed is the stamp of CI Travel.  This stamp means CI Travel as reviewed the document and confirmed the necessary ticketing information.  Find and Highlight the status code of TRAVEL AGENT, the click Select.  Make sure TRAVEL AGENT is the only Status code listed under Status Codes for Process!!!!!
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5. Once the status code TRAVEL AGENT is in the Status Codes For Process box on the right click OK. The Travel Manager – EP Administration window will be displayed again.

6. Click Modules on the menu selection toolbar.  Select Electronic Processing.
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B. ELECTRONIC PROCESSING 

1.
The Travel Manager – Electronic Processing window will be displayed.
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NOTE

Only Authorizations type documents will be displayed, from the list of documents, to process as Travel Agent”.

2. Click File on the menu selection toolbar.  Select Refresh.  The window will be displayed again (“refreshed”) with all organization’s travel documents listed.  This is important to do, to ensure all documents appear.

3. The documents are sorted by the organization and departure date by default.  They can be sorted several other ways.  Click one of the buttons located under the Organization pull down list to sort the documents differently.  Click the Dep Date button to see all documents listed in departure date sequence, regardless of organization.  Selecting Departure date, as the means of sorting will help most with processing Authorization the day after the traveler leaves.   

4. Click the Organization pull down list to select a specific organization value.  Only documents for that organization will be displayed. 

5. Click the Refresh button [image: image9.png]


 to refresh the screen with the selected organizations documents.

6. Highlight the travel authorization to process where the departure date has passed; travel has already started.

NOTE

The only documents to be processed are for travel that has already begun.  The departure date is less than the current date.

7. Click Process on the menu selection toolbar.  Select Selected Documents….
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8. The Signature window will be displayed.  Click in the Signature PIN field and enter the appropriate PIN.
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9. Click OK.  The Processing Output File(s) window will be displayed.
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10. If an authorization “Fails” the audit process, the following Audit Results window will be displayed.
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11. Click the Fail button.  The document will fail electronic processing and will have to be reset and corrected.  Any failed audits will appear on the Audit Failure Report run at the end of the day.

NOTE

The Pass and Hold buttons will not be used at this time.  If a document fails the audit will have to be reset and corrected in order to process correctly in electronic processing.  The Cancel button will stop the electronic processing for the document; it will not show as a fail in the audit failure report.

12. The following Information window will be displayed.
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13. Click OK.  The Travel Manager – Electronic Processing window will be displayed again.

14. Continue steps 8 through 17 to process multiple travel documents.  Click File on the menu selection toolbar and select Refresh to ensure that all documents selected have been processed and are no longer in the list.

NOTE

More than one (1) document can be selected and processed at one time by holding the shift key down while highlighting records to process.

15. Click the X in the top right hand corner to close the electronic processing window.  The following Information window will be displayed.
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16. Click OK.  The Travel Manager – EP Administration window will be displayed again.

17. Click the X in the top right hand corner to close the EP Administration window

C. AUDIT FAIL/PENDING PROCESS 

1. From the Travel Manager – Electronic Processing window click on Reports on the menu selection toolbar.  Select Audit Failures….
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2. The Audit Failure Report window will be displayed.
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3. The default Document Type for the report is an authorization.  Click on any of the buttons beside the document type to change the type of document to run the audit report on.  

4. Click in the Start Date field and enter the desired date.  This will retrieve only those documents where the departure date is equal to or greater than the start date entered.

5. [TAB] to or click in the End Date field and enter the desired date.  This will retrieve only those documents where the departure date is equal to or less than the end date entered.

6. [TAB] to or click in the Organization field.  Select the appropriate center from the pull down list.

7. [TAB] to or click in the Status field.  Select Audit Fail document status.  Only failed documents will be selected for the report.

8. [TAB] to or click in the SSN field if the report is to be run for a specific traveler.  Enter the SSN of the traveler desired.  If the SSN is not known, click on the plus [image: image18.bmp] to display a list of all travelers to choose from.

9. If a file name exists in the File field, within the Notices area, notices may be sent to those travelers who have failed documents.  The Output field will determine where the notices will be sent; either to a printer or by email.  The notices will print when the report is previewed or printed as long as the Print box is checked.

NOTE

The Print box should not be checked until the report has been previewed at least once to ensure that the appropriate report data has been entered prior to sending the notices to the travelers.

10. To preview the report on the screen, click the Preview button.  The Authorization Failure Report will be displayed in a separate window.
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11. Click the X in the right corner to close the report preview window.  The Audit Failure Report window will be displayed again.

12. Click the Print button to send the report to the printer.

13. Click the Close button.  The Travel Manager – Electronic Processing window will be displayed again.

D. ADJUST FAILED DOCUMENTS 

If a document fails in the electronic processing it will appear on the Audit Failure Report. All failed documents are in a complete mood and must first be reset by the Travel Certifier.  All failed documents must be adjusted to correct the failure and resigned/stamped “CI Travel”.  After it has been adjusted it will have to be put through electronic processing again.
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1. From the Travel Manager – Doc Prep window click Modules then Doc Prep Admin on the menu selections toolbar.  The Doc Prep Admin module will be displayed.
2. Select Utilities/Admin Tools/Reset Completed Documents
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The Reset Complete Document bin is displayed
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3. Locate the document that needs to be reset.  All documents failing during EP Processing will appear with a status of Pending.  Locate the document name from the Audit Failure Report to make sure it’s the correct document.  Highlight the desired document by clicking once on it, and the click Reset.  The document will be removed from the bin, and can now be adjusted.
4. Click close to leave the Reset Complete Documents area, the click the X in the upper right hand corner to exit Doc Prep Admin.  This will return the Certifier back to Doc Prep where the document can be located and adjusted.
5. From the Travel Manager – Doc Prep window click File on the menu selections toolbar.  Select OPEN
NOTE

All documents are listed in order by departure date.  The departure dates are displayed in reverse chronological order.
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6. Locate the traveler’s and document to be adjusted.  Click on the travelers name to display documents for that traveler.  Locate the document matching the Document Name for the Audit Failure Report.  Select (highlight) the desired document name and click OK or double click the desired record from the list.  The Adjustment to Authorization window will be displayed showing the record selected.
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7. Make the necessary adjustments to the document to ensure it does not fail the electronic processing.  In this example, the Account code was missing from the document.

8. After all modifications are made click on the J. Doe signature button [image: image25.png]T Do



 in the Document Status box.  The Document Status window will be displayed
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9. Click in the Status field pull down list and select “TRAVEL AGENT”
10. Enter comments pertaining to all adjustments made to the document in the Remarks section.  Enter the appropriate comments concerning the adjustment(s) made to the authorization.

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.

11. Click in the Signature PIN field and enter the PIN.

12. Click OK.  The Pre Audits Results window will be displayed.  Review the Pre-Audits.  These are the audits that Travel Manager processes for each travel authorization document.
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13. Scroll through all of the audit processes.  If any audit fails, the word FAIL will be in the Status column.  A comment describing the failure will appear in the Comments column.  A fail may actually be a warning to draw attention to a particular process to ensure that it has been verified.

14. Click the Close button.  The following question window will be displayed.
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15. Click Yes if no changes are necessary before signing/stamping the authorization.  The following Adjustments window will be displayed
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16. Click Yes.  The Adjustment window will be displayed.

[image: image30.png]IS[==

Fie Document Bates Tables Repots Setup Utiiies Modues Help

B=

[A]S] sl

- Traveler

EID: [I11-11-1111 | Traveler. Fred

Group Authorization:

Trip

ISR Adiustment for 51-100

|| =z

MSFC

[See Remarks

| 0K

Cancel

==

 Totals

=

Advance Requested: 0.00
Total Estimated Cost: 998.00

— Document Status

Status: APPROVED
@”“ Awaiting: TravelOffice Certifi

Enter comments for this adjustment

A start| A America

| EDocume..| S Eudora...| (RTravel

| B0z w1 .| EY0a T .| ETavel.. | padusm..| |EIA@y 11500





17. Enter “See Remarks” comments concerning the adjustment(s) made to the authorization.

18. Click OK.  Enter Signature Pin to verify the adjustment remark will be saved to the document.

[image: image31.png]L=[ofx]

Adjustment to Author 51101 3-255call
Fle Document Rstes Tables Reports Selup Utilies

ModulesHelp

AlA[&] AT

F=

- Traveler Information

EID: [000-TR-0001 | One, Student

Group Authorization:

ign for Adjustment

TA Num: [51

100000007

Adjustment Signature PIN: [
Ticke

[3

Cancel

Expe

Acet

“ Comments:

This is a reminder that your t

— Document Status

[

Advance Requested: 0.00 Status: CI TRAVEL
Travel M, Total Estimated Cost: 1.118.00 Hee|  Awaiting:
=[a[a]= Enter your signature to sign save the adjustment
Ox

Poge 17 Sect D17 (A SA  In17 Golf
g Start| < Eudora by GU...| B]05TM2 EP Pr. | E)Documentt

SR

| {7 Travel Manag... | [ Travel Manag.. [ Adiustment . |c@» 1247 M





19. Click OK.  The Adjustment to Authorization window will be closed and the Travel Manager - Doc Prep window will be displayed again.  The authorization is complete and ready for Electronic Processing again.  
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