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EP Utility Tool after Datalink is completed in Travel Manager

This document covers the steps that must be completed AFTER doing EP Processing in travel Manager.
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Introduction

DataLinking is a Travel Manager process in which internal files are converted into a format which can be used outside of the Travel Manager application. DataLinking captures the important information from authorizations, vouchers, and local vouchers and copies it into a fixed format that provides the input to this DataLink Extraction Utility.

Subsequently, the DataLink Extraction Utility converts the three types of datalinked Travel Manager documents into formatted reports that can be used to input, into TOTS, the kinds of information necessary to comply with the requirements of the Goddard FISCAL system.
Process Explanation

This DataLink Extraction Utility allows the user to select which type of files to process and whether to process datalinked files individually or in batches. The decision to choose one approach over the other will be made as part of the procedures defined by the using organization, the RFO Travel Office. Users will select one process over the other based on procedure guidelines.

Additional application capabilities include the application of a flag to indicate that a given file has been processed, and the production of two reports, one for authorizations and one for vouchers.

DataLink Extraction Utility

To enter the application, click the TM v8.0 DataLink Extraction Utility icon on your desktop.  The main form will appear (Figure 1).
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Figure 1

From this form you will be able to perform the following functions:

·   Process “All” current Travel Manager (DataLink) files

·   Process a “Selected” Travel Manager (DataLink) file

·   View the “Current” Authorizations Report

·   View the “Current” Vouchers Report

·   Mark all current Authorizations and Vouchers as “Processed”
1.  Process “All” current Travel Manager DataLink files:
·   Click the “Process All DataLink Files” button

The application will extract the data from all Travel Manager Datalink files located in a specified folder (the folder location will be specified by the Travel Manager Implementation Team, no action needs to be taken by the user).  During processing, the application will display a running  total of the number of Authorizations and Vouchers processed (Figure 2).
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Figure 2

2.  Process a “Selected” Travel Manager DataLink file :

· Enter the target DataLink file name (including file path) in the provided textbox, or 

· Click the “Browse” button and select the target file using the Open File dialog box (Figure 3)
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Figure 3

·  Once the target file has been specified, click the “Process Selected DataLink File” button 

The application will extract the data from the specified Travel Manager DataLink file.

3.  View the “Current” Authorizations Report :

·   Click the “View Authorizations Report” button

The application will display the “Authorizations Report” for viewing and/or printing (Figure 4).  Only current Authorizations will appear on the report (see 5.  Apply Processed In TOTS Flag).
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Figure 4

4.  View the “Current” Vouchers Report :

· Click the “View Authorizations Report” button

The application will display the “Authorizations Report” for viewing and/or printing (Figure 5).  Only current Vouchers will appear on the report (see 5.  Apply Processed In TOTS Flag).

Figure 5

5.  Apply Processed In TOTS Flag :

·   Click the “Apply Processed In TOTS Flag” button
The application will mark all “current” Authorization and Voucher data as “processed”.  It’s important to note that once the data is marked as processed, the information will no longer appear on the “Current” Authorizations or Vouchers report.

This action should only be initiated after the appropriate report(s) have been viewed and printed!
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