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APPENDIX


The following section is designed to help explain various terminologies associated with the Travel Manager travel system.

Accounting Codes
The Job Order, or accounting data, is loaded from the Financial System. Each accounting code is made up of ten parts identified below.   The accounting labels are selected on travel documents to charge travel expenses to specific funds.    

	Field Number
	Label Name

	1
	Program Code

	2
	Function Code

	3
	Object Class Code

	4
	Reimbursable Code

	5
	Center ID

	6
	Program Year

	7
	Fund Source

	8
	Method of Authorization

	9
	Sponsoring Organization

	10
	Part 10 (optional, center defined)


Audits-   Travel Manager is equipped with its own Auditing capability.   Every time a document is stamped in Travel Manager, the system will automatically Audit the document and the results are show to the user as Pre-Audit Results.

Audit Tests

The following tests have been turned on to check all document types for the audit process names to determine if they exist in the document.  If they exist, the test alerts the user when a “Fail” condition has been detected in the Pre Audit process.  A “Fail” is an alert that should be checked when detected.  A “Pass” means that the condition does not exist on the document.  The Module field indicates which modules of Travel Manager that the test applies for.  DP is the Doc Prep module where all of the documents are created and routed, known as a Pre Audit.  EP is the Electronic Processing module where processing for the documents is completed.  Documents that fail these types of Audits will not be processed until they are corrected.     

Authorizations

	Audit Test Process Name
	Definition
	Module

	Acct Codes Exist
	Verifies there is a job order/Account code on the document and that it is one from the master table of travel account coded
	EP

	Actuals Exist
	Verifies if actuals exists for lodging and M&IE
	DP

	Approve by Traveler1
	Checks to see if the traveler stamped the document with Approved; if they have it will fail the Audit
	DP

	Approve by Traveler2
	Checks to see if the traveler stamped the document with Mgt Approved; if they have it will fail the Audit
	DP

	Comments
	Indicated comments were entered on a document and they should be reviewed.
	DP

	Conference Allowance
	Checks the Lodging and M&IE section to see if Conference Allowance applies to a document.
	DP

	Cost Less com.carrier
	Sums all expense categories except those that begin with “COM” and compares them to the parameter dollar amount.
	DP

	Daily Epense Threshold
	Compares expenses on a document against the daily thresholds set in the corresponding table.
	DP

	Expense Categories
	Verifies that the total expense does not exceed the threshold value set in the Expense Category table. Also verifies that the expense category used is a valid entry.
	DP

	Expense Categories Used
	Check the document for the existence of the Expense Category of Com Carrier 3 indicating Government Aircraft as the mode of travel.
	DP

	Expense Categories Used1
	Check the document for the existence of the Expense Category of Dual Lodging.
	DP

	Expense Categories Used2
	Check the document for the existence of the Expense Category of Com Carrier 1 indicating NON CONTRACT AIR as the mode of travel.
	DP

	Foreign Travel
	Used to Indicate travel that is Non Domestic.
	DP

	Laundry/Dry Cleaning
	Checks for the expense of Laundry/Dry cleaning on a document and verifies it was claimed on a trip greater the 4 days.
	DP

	Leave Exists
	Checks the document for the existence of annual or non-duty leave.
	DP

	Meals Available
	Checks the document Per Diem location to see if meals are provided for that location.
	DP

	Other Authorizations Used
	Verifies that the Other Authorization NON COMPACT CAR AUTHORIZED was entered on a document
	DP

	Other Authorizations Used 2
	Verifies that the Other Authorization CONTRACT HOTEL AUTH was entered on a document
	DP

	Other Authorizations Used 3
	Verifies that the Other Authorization NON-CONTRACT AIR FARE was entered on a document
	DP

	Other Authorizations
	Verifies that the Other Authorization entered on a document is a valid entry from table
	DP, EP

	Other Expenses
	Verifies that each expense enter does not exceed the single threshold set in the expense table.  Also verifies the expense enter exists in the expense table.
	DP

	Override
	Check the document to see if overrides exist for M&IE.
	DP

	Per Diem Rates
	Verifies that the Per Diem rate used for the document is the most current rate for that location
	DP

	Personal Info - Key
	Verifies that the First, Last and middle names, Charge Card Setting, Work Hours, and Routing List entered on the document match the travelers profile in the Traveler table.
	DP

	Travel Modes
	Verifies the Travel Mode entered on a document is a valid mode and also check that it does not exceed the single threshold set in the Travel Mode table.
	DP, EP

	Trip Duration
	Checks a document for number of days in travel and will fail this audit if it exceeds 30 days.
	DP

	Trip Duration1
	Checks a document for number of days in travel and will fail this audit if it exceeds 365 days.
	DP

	Trip Purpose
	Verifies the Trip Purpose entered on a document is a valid purpose for the Trip Purpose table.
	DP, EP

	Trip Types
	Verifies the Trip Type entered on a document is a valid purpose for the Trip Type table.
	DP, EP


Vouchers

	Audit Test Process Name
	Definition
	Module

	Account Codes Authorized
	Verifies that the voucher was submitted with the same account code as the authorization.
	DP

	Acct Codes Exist
	Verifies there is a job order/Account code on the document and that it is one from the master table of travel account coded
	EP

	Actuals Exist
	Verifies if actuals exists for lodging and M&IE
	DP

	Actual Multiplier
	If actual expenses were claimed on the voucher, this audit checks amount claimed did not exceed the 300% limit.
	DP, EP

	Applied Advance
	Looks for voucher documents where total advance for this authorization has been applied to the voucher.
	DP

	Approve by Traveler1
	Checks to see if the traveler stamped the document with Approved; if they have it will fail the Audit
	DP

	Approve by Traveler2
	Checks to see if the traveler stamped the document with MGT Approved; if they have it will fail the Audit
	DP

	Authorization Exists
	Looks in the database for a matching authorization and fails if it does not find one.
	DP, EP

	Comments
	Indicated comments were entered on a document and they should be reviewed.
	DP

	Conference Allowance
	Checks the Lodging and M&IE section to see if Conference Allowance applies to a document.
	DP

	Cost Comparison
	Compares that voucher total to the Authorization total and makes sure is does not exceed 25% over authorization totals.
	DP

	Cost Less com.carrier
	Sums all expense categories except those that begin with “COM” and compares them to the parameter dollar amount.
	DP

	Daily Expense Threshold
	Compares expenses on a document against the daily thresholds set in the corresponding table.
	DP

	Duplicate TA Number
	Verifies there are no duplicate Travel Authorization numbers.
	DP, EP

	Expense Categories
	Verifies that the total expense does not exceed the threshold value set in the Expense Category table. Also verifies that the expense category used is a valid entry.
	EP

	Expense Categories Used
	Check the document for the existence of the Expense Category of Com Carrier 3 indicating Government Aircraft as the mode of travel.
	DP

	Expense Categories Used1
	Check the document for the existence of the Expense Category of Dual Lodging.
	DP

	Expense Categories Used2
	Check the document for the existence of the Expense Category of Com Carrier 1 indicating NON CONTRACT AIR as the mode of travel.
	DP

	Exp Cat % Variance
	Ensures the voucher expense categories as compared to the matching authorization are not more then the percent variance set in the Expense categories table.
	DP

	Foreign Travel
	Used to Indicate travel that is Non Domestic.
	DP

	Laundry/Dry Cleaning
	Checks for the expense of Laundry/Dry cleaning on a document and verifies it was claimed on a trip greater the 4 days.
	DP

	Leave Authorized
	Verifies the leave taken in the voucher was also on the matching authorization.
	DP, EP

	Leave Exists
	Checks the document for the existence of annual or non-duty leave.
	DP

	Meals Available
	Checks the document Per Diem location to see if meals are provided for that location.
	DP

	Non Contract Airfare
	Checks the document for the existence of the Other Authorization called Non Contract Airfare.
	DP

	Other Authorizations
	Verifies that the Other Authorization entered on a document is a valid entry from table
	DP, EP

	Other Expenses
	Verifies that each expense enter does not exceed the single threshold set in the expense table.  Also verifies the expense enter exists in the expense table.
	DP

	Override
	Check the document to see if overrides exist for M&IE.
	DP

	Per Diem Loc Auth
	Checks corresponding authorization for per diem locations.
	DP

	Per Diem Rates
	Verifies that the Per Diem rate used for the document is the most current rate for that location
	DP

	Personal Info - Key
	Verifies that the First, Last and middle names, Charge Card Setting, Work Hours, and Routing List entered on the document match the travelers profile in the Traveler table.
	DP

	Travel Dates Overlap
	Checks all the travel documents for a given traveler to see if more then one voucher had been submitted for the same period of time.
	DP

	Travel Dates & Location
	Determines whether the traveler went to locations that were not authorized on the matching authorization
	DP

	Travel Modes Authorized.
	Verifies the Travel Modes on the voucher are the same that were used on the Authorization.
	DP

	Travel Modes
	Verifies the Travel Mode entered on a document is a valid mode and also check that it does not exceed the single threshold set in the Travel Mode table.
	DP, EP

	Trip Duration
	Checks a document for number of days in travel and will fail this audit if it exceeds 30 days.
	DP

	Trip Duration1
	Checks a document for number of days in travel and will fail this audit if it exceeds 365 days.
	DP

	Trip Purpose
	Verifies the Trip Purpose entered on a document is a valid purpose for the Trip Purpose table.
	DP, EP

	Trip Types
	Verifies the Trip Type entered on a document is a valid purpose for the Trip Type table.
	DP, EP


Local Vouchers

	Audit Test Process Name
	Definition
	Module

	Acct Codes Exist
	Verifies there is a job order/Account code on the document and that it is one from the master table of travel account coded
	EP

	Approve by Traveler
	Checks to see if the traveler stamped the document with Approved; if they have it will fail the Audit
	DP

	Approve by Traveler2
	Checks to see if the traveler stamped the document with Mgt Approved; if they have it will fail the Audit
	DP

	Comments
	Indicated comments were entered on a document and they should be reviewed.
	DP

	Expense Categories
	Verifies that the total expense does not exceed the threshold value set in the Expense Category table. Also verifies that the expense category used is a valid entry.
	DP

	Personal Info - ALL
	Verifies that all the traveler information entered on the document match the travelers profile in the Traveler table.
	DP

	Personal Info - Key
	Verifies that the First, Last and middle names, Charge Card Setting, Work Hours, and Routing List entered on the document match the travelers profile in the Traveler table.
	DP

	Travel Expenses
	Verifies the expense enter on the local voucher does not exceed the single threshold set in the expense table.
	DP


Document Naming
Naming convention assigned to a document when the Preparer creates it.     In each document name, the center ID and Organization will be identified.

Example- 51-970 3/3 TX - Center ID, - (hyphen), Organization Code, MM-DD of departure date, State or Country traveling to

Document Number
The document number or Authorization number will be automatically assigned by Travel Manager replacing the TG number assigned by the travel office.  The number assigned will consist of:

Example- 51-970:100001 - Center ID, - (hyphen), Organization Code, One digit for fiscal year, then a sequential number for number of documents for that Organization.

Status Codes
Status codes or Stamps are designed to indicate what type of person as signed the document, base on user type (approver, reviewer, preparer, ect) and/or condition (Foreign, First class, ect).

	Status Code
	Function

	APPROVED
	Used by the Official Approver (final approver) on a document

	CERTIFIED
	Used by the travel office stating the documents was reviewed and certified the proper routing list was occurred

	CI TRAVEL
	Used by CI Travel to state they have reviewed and confirmed the ticket items on the travel order.  An email is sent to the traveler after they stamp the document with this stamp.

	CANCELLED
	This stamp is used to cancel a trip and terminating routing and the processing of the document.

	CREATED
	This stamp indicates who created the documents.  This stamp is placed on the document by the software for document history purposes.

	DATA LINK
	This stamp indicates the document was been processed out of travel Manager and now is a locked complete document.  This stamp is placed on the document by the software for document history purposes.

	MGT APPROVED
	This stamp is used by Organizational Managers when they approve a document at the Organization level.

	PENDING
	This stamp is placed on the document by the software when a document during processing when an Audit is failed.  Pending documents will need to be reset by the travel office before they can be corrected.

	PROCESSED
	Used by the travel office technician when reviewing a travel voucher or local claim document.

	RETURNED
	This stamp is used when a document needs to be returned to the person that prepared it so it can be modified.

	REVIEWED
	Used by individuals that must review a document before approval.

	RESET COMPLETE DOC
	This stamp is placed on a document by the software when using the reset document function in Doc Prep Admin.

	SIGNED
	The Preparer uses this stamp when a document is created and signed to begin routing.
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