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Goddard Space Flight Center’s IFM electronic travel management system, Travel Manager, will be moving
from a stand-alone environment to an integrated one, with the implementation of the Agency’s new accounting
system, SAP. End users, currently familiar with Travel Manager will not notice any significant changes. The
look and feel of the application has gone unchanged. One major difference between the two versions of the
software is how accounting information is added to a document. This training document will highlight the
differences, configuration and process changes between the two versions of Travel Manager, as well as provide
steps required to properly prepare travel documents.

The integrated environment means that all Travel Manager documents will be batched and submitted through an
interface to the SAP accounting software for posting of financial data.

All Financial Classifications Structure (FCS) data must be accurate and reviewed before the documents are
submitted to the Travel Office.

Additional help? Contact the RFO Help Desk at 301-286-41FM




Process and Configuration Changes for Integrated Travel Manager

e Travel Authorization Number: The TG number will be obsolete and replaced with the Travel Manager
generated TA Number. The TA Number is generated and added to the document when the authorization
is stamped SIGNED.

e Traveler Profile Window: The interface will require the Organization and Printed Organization fields
to be complete. If either item is missing the document will fail the interface to SAP.

e Cost Center: Each traveler’s cost center will be stored in the traveler profile window. The cost center
will be housed on the second line of the duty station address. Do not change, modify or delete the cost
center in any way. By manipulating the cost center, you will compromise the document and it
may fail the interface to SAP.

e No Cost Documents: When creating a No Cost document, ensure the trip type is set at, NO COST in
the itinerary window. No expenses should be claimed on a No Cost document. If a document has a trip
type of No Cost, and expenses exist on the voucher, the voucher will fail the interface to SAP. If after
an authorization is complete and it is determined that expenses will be claimed, the authorization
document must be amended, changing the document type and including an estimated cost.

An example of a No Cost document is; same day travel to Wallops in a government vehicle and is less
than 12 hours.

e Foreign Travel Authorized: For a foreign travel document to properly post in SAP, it is vital that the
authorization created has, “Foreign Travel Authorized” from the “Other Authorizations”, added to the
document.

o Split Year Travel Process: The process for completing travel that spans two fiscal years will change
with the implementation of the accounting system. A travel authorization document must be created for
dates within each fiscal year.

e Accounting Code Window: There are four mandatory parts to the accounting code structure (see table
on page 10).

o Part 1 is the WBS

o Part 2 is the Fund (HSF/SAT)

o Part 3 is the Internal Order

o Part 4 is the Object Class Code (21xx).

Do not attempt to change the organization associated with the WBS, it should remain as 51. If the
organization field is altered, the document will fail the interface to SAP.

For accounting code crosswalk information refer to the Legacy JON to Core Financial FCS Crosswalks, which
can be found on-line at http://corefinancial.gsfc.nasa.gov/CrossWalks/

Additional help? Contact the RFO Help Desk at 301-286-41FM
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Foreign Travel Authorized

Foreign travel authorizations created in the integrated version of Travel Manager must include the Other
Authorization, Foreign Travel Authorized for proper posting in SAP. The Other Authorization window can be
[omiur |

accessed one of two ways. Option one, is to hit the button in the ‘For This Document You Can’: area

in the top right of the screen in Lodging and M&IE window.

Setup Reports Logout Help Document Preparation
User: Lodging/M&IE for Accounting Codes
JOHN RODRIGLET % Quick Tip For this Document you can:
Traveler: i?nZ?:J,ISk (*)in the Special column indicstes that a condition has been selected inthe Advanced LodgingMEIE Reset All |L0dging U

GALE FLEMING

T Backl Continue |-
[ Authorization:

Accounting Codes Lodging/M&IE Data
= Document Summary icate dg Cosl dg Alloyyec W & IE A Per Di ate S i E

= Traveler ff? 054903

192.00 192.00 F7.a0 192 /50

The second way to access the Other Authorization window is to click on the Document Summary link on the
document toolbar. From the Document Summary window, the user can scroll down to the section Other
Authorization Details. Click on the link, and Travel Manager will display the main Other Authorizations
window.

Reports Logout Help Document Preparation

User: Document Summary for Authorization Accounting Codes

T R GRS Quick Tip For this Document you can:
Traveler: For specific information, click on & Details link. You can sign and stamp your document from the Document Status section. Save | Dacument

GALE FLEMING Travel Authorization Humber I M Entering Document

[ Authorization: Traveler Details ***-**-9370, GALE FLEMING Close | Current Document
Accounting Codes
Purpose Description <Mo Purpose Description Entered>

+ Document Summary ) i

E— tinerary Detaile BOSTON,MA 05/19/03 - 05/23/03

. Ticketed Trans Details $0.00
= ftinerary _
\ Ticketed Trans Expense Details | RRERECENITIT LY
= Expenses Quick Expense C Gl XPENZE
« Lodging/MEIE Total: 0.00
» &ccounting Lodging/M&IE Details $993.00
- Totals EEE) other Authorizations Details <No Other Authorizations Details>
» Commerts Accounting Details LESITRT N ELTENY
“Docunent St
» Perform Pre-Auits DOA0200057H4203 993.00

= Previgw Document Total: 933.00

Additional help? Contact the RFO Help Desk at 301-286-41FM
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From the main Other Authorization window, the user will see a list of other authorizations. Other
Authorizations are comments that can be applied to the document when relevant to the traveler’s trip.

Reports

GALE FLEMING
[ Authorization:
Accounting Codes

Logout Help

Master List of Other Authorizations

15T CLASS MODE **
Ahoard US Yessel #*

-
- ,/'j'; Gelco
Travel Manager®s.0

Document Preparation

User: Other Authorizations for Accounting Codes =
JOHN RODRIGLET Quick Tip For this Document you can:
Traveler: Select an Cther Authaorization from the Master List below to add to the Authorization.

Backl Continue |

-

Document Surimary Actual Lodaing **
= Traveler Actual MEIE **
« tinerary AIRCRAFT: CONTRACTOR CyNED *

ARCRAFT: SEE REMARKS **
BUSINESS CL ASS MODE **

= Ticketed Trans

= Expenses
. CONF LODGING ALLOWCARNCE - MAS S SPONSORED
= Lacigirg MEIE
Conference Allowance - Mon MASS
= Accounting

Cortract Hotel **

o COTR APPROWAL *

» Comments Driver or Pilot - 1D passengers **

= Document Status Excess Bagoage **

Extended ForsignMon-Foreion % **
Extended TOY

FOREIGH TRAWEL AUTHORIZED
Gov't Wehicle Authorized

AT ATIONAL TRAWEL **

LABOR MANMAGERMENT MEETING

= Perform Pre-Aucdits

= Previgw Document
= Expart Document

= Cloze Document

From the master list, select the other authorization, FOREIGN TRAVEL AUTHORIZED. Once selected the
user will notice that the other authorization that was selected will no longer reside in the master list. The other
authorization FOREIGN TRAVEL AUTHORIZED will now appear in the Other Authorization on Current
Authorization block at the bottom of the screen. Once selected, the user can continue completing the document.

SPONSORED IM-KIND TRAWEL **
SPONSORED REMBURSABLE TRANVEL **
Taxi at TOY Authorized

Waristions Authorized **

Wicinty Milsaoe Authorized

Other Authorizations on Current Authorization
x FOREIGH TRAWVEL AUTHORIFED

4]

Split Year Travel

Split year travel will be entered as two documents for dates within each fiscal year. Create two
Authorizations: one for the end of the first fiscal year and the other for the beginning of the second fiscal year.
All appropriate expenses will need to be entered for each document by the date in which the expense is going to
be incurred. Identify each Authorization number and the total number of days in the Comments field of both
documents to ensure that the two documents are linked. Other changes necessary for both documents are
described below.

Additional help? Contact the RFO Help Desk at 301-286-41FM
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The current FY Authorization can be obligated. The next FY Authorization will be obligated when the funds
become available in the Center’s Financial Accounting System.

CREATE FIRST AUTHORIZATION FOR CURRENT FY

Enter the Start and End dates for the trip into the Itinerary. The End date will be 09/30/yyyy (last day of current
fiscal year). Because the first Authorization is not really ending on September 30", the lodging and M&IE
amounts for the last day must be updated to the full amount allowed.

Click the Lodging/M&IE link to display the Lodging and M&IE details. Scroll down to the last day of the trip
and click the Pencil Icon # to update the record. The Update Lodging/M&IE page will be displayed.

powered b/ W
Gm‘:t} ?r___ —~ /. Gelco
] (-]

et Marager®8.0

Infarmation Netiwork® Trav

Setup Reports Logout Help Document Preparation
Wi Update Lodging and M&IE Expenses for Split Year (09/30/03)
JOHN RODRIGUEZ Quick Tip _ 3 ) _ o For this document you can
Traveler: For thiz lodging day, vou can edit specific actuals, leave data, meals provided stetus | lodging amourt, and if desired

apply these changes forward using the apply through tool.

Previous Expense
Save | Expense Changes
Override ILodging and MEIE

Close | without Saving Changes

GALE FLEMING
[ Authorization: Split
Year

Lodging

Per Diem Rate: 192 /50
Lodging: 0.00

= Document Summary Conference Allowance

= Traveler " Conference Allowance Conf Info
= tinerary Conference Rate:
_ 09/30/03 E=
= Ticketed Trans Actuals
= Expenzes [” Lodging
» LodgingM&IE Limit: 0.00
L | Y

Click the Lodging and M&IE button, in the ‘For this Document you can:’ area, in the top right.
The Overrides page will be displayed.

v
== /_Gelco
Travel Manager®s.0
Reports  Logout Help Document Preparation
User: Overrides for Split Year
JOHN RODRIGUEZ Quick Tip For this Document you can:
Traveler: On this screen you can avertids the quatters o MEIE amaourt for this travel day.
Reset ILodging and MEIE Cverrides
GALE FLEMING . .
Year Close | without Saving Owertides

MEIE Amount I _I]plions
= Document Summary -
= Traweler OCONUS Incidental Rate Override

» finerary O standard OCOHUS Amount
= Ticketed Trans
&) 0COHUS Location Amount
= Expenses
LodaingMa.IE

PN olalul Nl widlnTe]

Click in the Quarters field and enter 4. This will change the amount allowed for M&IE to 100%. (1 =Y or
25%, 2 =2 or 50%, 3 =% or 75% and 4 = 100%). Click the Override Lodging and M&IE Overrides

Additional help? Contact the RFO Help Desk at 301-286-41FM
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button, in the ‘For this Document you can:’ area, in the top right. The Update Lodging/M&IE page will be

displayed again. Than, click the m Expense Changes button, in the ‘For this Document you can:’ area, in
the top right. The Lodging/M&IE page will be displayed again. The last day of lodging and M&IE should be
the same as all other days except for the first day. (This may not be true if more than one rate applies,
depending on the per diem location chosen and the travel dates selected). Provide comments to indicate split
year travel. Continue processing the document as necessary.

User: Lodging /M&TIE for Split Year
JOHN RODRIGUEZ Quick Tip For this Document you can:
Traveler: An azterisk (*] in the Special column indicates that a condition has been zelected inthe Advanced LodgingMEIE
ooy Reset All |L0dging and M&E expenses

GALE FLEMING

[ Authorization: Split Back | Continue |
Year Lodging/M&IE Data

= Document SUmimaty: i Per Dism Rate : E
« Traweler F napans ) 192 /50
» ttinerary F oapsina o] & 192750
= Ticketed Trans =

. 7 vansins @ & 192 /50
= EXpEnses 1

& 192 /50

» LodgingM&IE f; 05/27 03 a _
« Accourting 09/26/03 e & 192 /50
« Tetals & vanans e & 192 /50
« Commerts # varmama & & 192150 . =

Create Second Authorization for Next FY

Enter the Start and End dates for the trip into the Itinerary. The Start date will be 10/01/yyyy (first day of new
fiscal year). Because the second Authorization is not really beginning on October 1*, the lodging and M&IE
amounts for the first day must be updated to the full amount allowed.

Setup  Reports  Logout Help Document Preparation

User: Lodging /M&IE for Split Year 2

JOHM RODRIGUET Quick Tip For this Document you can:
Traveler: An asterisk (*) in the Special column indicates that a condition has been selected inthe Advanced LocgingMaIE

vincdoy . Reszet All |L0dging and M&IE expenzes
(EHLE FLEHIHE Back | Continue |
[ Authorization: Split —I
Year 2 Lodging/M&IE Data
= Document Summary Dite Fieszet Replicate dy Cos ) W & Per Diem Rate k | E an
« Traveler Fomis e 192.00 192.00 37.50 192750
» tinraty Fiomans Lty & 192.00 192.00 5000 192 /50
o MEHEEEE] e J 1omanz fiez] B 192,00 182,00 50.00 192 /50
= Expenses
& 0.00 .00 37 .50 192550
LoduingM&IE 7 1omans a

Click the Pencil Icon & of the first Lodging and M&IE record in the document to open for adjustment. The
Update Lodging/M&IE i aie will be displayed. Next click in the Lodging field, and enter the allowed lodging
Orwerride

amount. Now, click the Lodging and M&IE button, in the ‘For this Document you can:’ area, in
the top right. The Overrides page will be displayed.

Additional help? Contact the RFO Help Desk at 301-286-41FM
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Setup Reports Logout Help Document Preparation
User: Overrides for Split Year 2
JOHN RODRIGLET Quick Tip For this Document you can:
Traveler: On thig screen you can overtide the quarters or MEIE amaunt for this travel day.
Reset ILodging and MEIE Cverrides
g ; )
(> Authorization: Split Quarters [1 | ave || odging and MEIE Overrides
Year 2 Close |W'rth0ut Saving Owertides

MAIE Amount I _I]plions
= Document Summary -
= Traweler OCONUS Incidental Rate Override

i
D= O standard OCOHUS Amount
= Ticketed Trans
& 0COHUS Location Amount
= Expenses
+ Lodging/M&IE

Click in the Quarters field and enter 4. This will change the amount allowed for M&IE to 100%. (1 =" or

25%, 2 =" or 50%, 3 =% or 75% and 4 = 100%). Than click the Override Lodging and M&IE button,
in the ‘For this Document you can:’ area, in the top right. The Update Lodging/M&IE page will be displayed

again. Click the Expense Changes button, in the ‘For this Document you can:’ area, in the top right.
The Lodging/M&IE page will be displayed again. The first day of lodging and M&IE should be the same as
all other days except for the last day. (This may not be true if more than one rate applies, depending on the per
diem location chosen and the travel dates selected). Provide comments to indicate split year travel. Continue
processing the document as necessary.

ACCOUNTING CODE STRUCTURE:

The accounting code structure in post-SAP Travel Manager will be different than the accounting codes structure
in the pre-SAP Travel Manager. Below, is a screen shot of the accounting code structure in pre-SAP Travel

Manager.
owered b )
o :_t_—"—‘/a et /. Gelco
Informatiar) Ne fvark Travel Manager®s.0
Setup Reports  Logout  Help " Document Preparation
User: Update Accounting Code for old acct code
JOHM RODRIGUEZ Quick Tip For this Document you can:
Traveler: ¥ou must enter an account label before Updating the Extended Acct Codes. Update | Extended Acct Codes
BARBARA PRATHER Label  [513 01001038 I Save Accounting _Save | acct Coc Upctes
[ Authorization: old acet code and extended Cancel I Acct Code Updstes
code e Accourting codes to
Organization | 51-151 = I e
= Diocument Summsty

= Traveler i
) Accounting Codes
= ftinerary

= Ticketed Trans Program Code ID‘I 0-01-03 Program Year IDS
* Expenses Function ID‘I Fund Source |42
= Loddging MEIE

Z Object Class |2'|'|1 Meth of Auth |
F Accounting
« Totals Reimbrs Code I Org Code |1 a1
* Comments Centerin  [51 Part10 |

= Document Status
= Perfarm Pre-Audits
= Preview: Documert

Pre-SAP Travel Manager Accounting Code Structure

= Export Document

= Cloze Document

Additional help? Contact the RFO Help Desk at 301-286-41FM
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Notice there are seven fields filled in. The old accounting system required, up to eight fields to be filled in for
processing. Those fields include: the Program Code or UPN number, the Function code, the Object Class code,
Reimbursable Code, Center ID, the Program Year, Fund Source and the Org Code.

In post-SAP Travel Manager, the new accounting system will only require four mandatory elements to be
completed prior to processing. Those elements are: WBS, Fund, Internal Order, and the Object Class.

powered by, 3
B %y e =
Information Nefiwark® Trav

v
——_ /. Geleo
el Manager*s.0

" Document Preparation

User: Update Accounting Code for Accounting Codes
JOHHN RODRIGLEZ Quick Tip __For this Document you can:
Traveler: ol must enter an account kel before Updsting the Extended Acct Codes, Update I Extended Acct Codes
GALE FLEMING Label |Dugggnugggs 4203 [T save Accounting ﬂl Acct Coder Jpdstos
(> Authorization: code and extended Cancel |Acct Code Updstes
Accounting Codes e Accounting codes to
Organization a1 - astorist
= Diocument Sumimary

= Traveler i
) Accounting Codes
= ineraty

= Ticketed Trans WBS IDSD-DD Internal Ord I

= Expenzes Fund  [SAT4220030 Obj Class | Post-SAP Travel
= LodgingM&IE I— I—

+ Accounting vl A Man ager

T FundsRes | [ Accounting Code
2 famenis Res Line ttm | | Structure

= Document Status
= Perinrm Pre. A i

The User will be responsible for completing the accounting code, by entering the Internal Order and the Object
Class to the existing accounting code structure. The object class and internal order information can be obtained
by using the GSFC to SAP Financial Structure Crosswalk. Use the following URL to access the crosswalk,
http://corefinancial.gsfc.nasa.gov/CrossWalks/.

Which accounting code should I use?

A GSFC to SAP Financial Structure Crosswalk has been developed to help aid Users on which accounting code
to select. As mentioned above, the accounting code structure will change in integrated Travel Manager as well
as the label used to identify the accounting code. Before the integrated version of Travel Manager, the
accounting code label consisted of the Center ID, fiscal year, the seven digit UPN number, and an alpha. In
integrated Travel Manager the Accounting Code Label will display the valid combinations of FCS elements
extracted from Core Financial. The Travel Manager Account Code Label will be populated based on the
following source data from the SAP Core Financial module:

Additional help? Contact the RFO Help Desk at 301-286-41FM
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Label SAP Source Field | Description

Position

1 Fund Direct or Reimbursable — represented by a ‘D’ or ‘R’

2-4 WBS UPN

5-6 WBS System

7-8 WBS Sub-AIN (Issuing Center’s AIN from sub-authorized
account code: if the account code is not sub-authorized
then these two fields will be populated with XX)

9-11 Fund Next Unique Identifier of WBS from ACCLABEL on TM
Account Code Table

12 Fund Appropriation — represented by an ‘H’ or ‘S’ for HSF/
SAT

13-14 Fund Fund Source

15 Fund Program Year (1 digit) from Fund

ADDING ACCOUTING CODES TO A DOCUMENT

Accounting codes for your organization will no longer be displayed in the Master Accounting Codes area in
the center of the page. Accounting codes will now be stored at the center level, and not at the organization
level.

Setup Reports  Logout  Help Document Preparation

ey Available Accounting Codes for Accounting Codes

JOHN RODRIGUEL Quick Tip For this Document you can:
Traveler: Once two or more accounting codes are selected, the Allocation button is enabled Change I‘U A Different Organization

GALE FLEMING Enter Search Criteria
(> Authorization: Accounting Code .
Accounting Codes 9 ﬂl _ Retrieve
Master Accounting Codes

Search Results

Orgganizstion

Audd | bew Accounting Code

ﬂl Continue I

= Document SUmmary

= Traveler

= ftinetary

= Ticketed Tranz

= Expenses

= LodgingMEIE

¥ Accounting

= Totals

= Comments

= Document Status

= Perform Pre-2Audits
= Preview Documert
= Export Document

= Close Documert
Accounting Codes for Accounting Codes

& et ¥ petets

Change

To select an accounting code, the User, will have to click the
For This Document You Can: area in the top right of the screen.

to a Different Organization button, in the

Additional help? Contact the RFO Help Desk at 301-286-41FM
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2
— ;(Gelc
Travel Manager®s.0
Reports  Logout Document Preparatio
User:
Change Organization for Accounting Codes
JOHM RODRIGUEE

Traveler: g Quick Tip For this Document you can:
GALE FLEMING

To list all organizations, click Search.
An Organizetion's Mame
[ Authorization: Cancel |Th —
, i YWinciow
Accounting Codes Organization Hame © |51| _

= Document SUmmary

= Traveler

= ftinetary

= Ticketed Tranz

= Expenses

= LodgingMEIE

¥ Accounting

= Totals

= Comments

= Document Status

= Perform Pre-2Audits
= Preview Documert
= Export Document

= Close Documert

Accounting Codes for Accounting Codes

Next, enter the center ID, 51, for Goddard, and hit the ﬂ_ An Organizations Name button in the For

This Document You Can: area.

/_ Gelco
Manager 8.0

‘Reports  Logout  Help

User: —
Change Organization for Accounting Codes
JOHN RODRIGLEZ y =
Traveler: Quick Tip For this Document you can:
To list all arganizations, click Search.

Search |An Organization's hame

Cancel |This Windoe

GALE FLEMING
[+ Authorization:

Accounting Codes Organization Hame @ |51

= Document Summary

= Trawveler
Organization List on an tem

= tinerary
= Ticketed Trans Search Results

= Expenses Organization I'.:I:a_m& Organization
= Lodging/MEIE

" Accounting

= Totals

= Comments

= Document Status

= Perform Pre-Aucdis

21112 21112
= Preview Documernt 21113 21113
» Export Document 51114 1114

= Cloge Document
Accounting Codes for A

7 edit ¥ Delete

Additional help? Contact the RFO Help Desk at 301-286-41FM
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‘Reports  Logout

User:

JOHN RODRIGUEZ
Traveler:

GALE FLEMING
(> Authorization:
Accounting Codes

= Document Summsty

Available Accounting Codes for Accounting Codes

Quick Tip
Once two or more accounting codes are selected, the Allocation button is enabled.

8

Enter Search Criteria
Accounting Code I Search I Retrieve I

Master Accounting Codes

12
Once the page reloads, click on the 51, under organization name at the top of the list, and a list of accounting
codes will be displayed.

P

s~ Gelco
Travel Manager®s.0

Document Preparation

For this Document you can:

Change |t0 A Different Organization

Add | New Accounting Code

Backl Continue |

tccounting Label to add to Document

-

= Traveler Search Results Prev 10 Hext 10
= ftinerary SRl Class on Cocle
« Ticketed Trans 51 D0S000000254203 090-00. SAT422003D. .. .. ...
« Expenses 31 C090200001H4203 090-20-10. HSF4220030. .. ... ..
= LodgingMaIE o1 D09020000154203 090-20-10. SAT4220030. ... ...
¢ Accounting &L DOS0200057H4203 080-20-20, HEF4220030. .. .. ...
« Totalz 51 DO3020005754203 090-20-20. SAT4220030. ... .. ..
« Comments 51 DL0902000858H4203 090-20-30. HSF4220030. ... .. ..
- Documert Status 51 D09020008854203 090-20-30. SAT4220030. ... ...
« Perform Pre-sudits =1 DO30200059H4 203 090-20-40. HSF4220030. . ... ...
« Preview Docutment 51 D0S020005954203 090-20-40. SAT4220030D. ... . ...
a1 C090200090H4203 090-20-50. HSF4220030. ... .. ..

= Export Documert S L > -
= Cloze Document
Codes

Accounting

# edit ¥ pelete

Navigate through the list of available accounting codes by using the Prev 10 and Next 10 Prev10 vest1o  byttons.
Click the appropriate label from the Master Accounting Codes area at the top of the page. Select the desired
accounting code by clicking on the label. The accounting code that you selected will be displayed in the
Accounting Code for window at the bottom of the screen.

Additional help? Contact the RFO Help Desk at 301-286-41FM
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powered by~
Bilen % e
Information Netivark”

Setup Reports Logout

User:

JOHRN RODRIGLEZT
Traveler:

GALE FLEWMING
[ Authorization:
Accounting Codes
= Document Summary
= Traveler
= tinerary
= Ticketed Trans
= Expenses
= LodgingMEIE
+ Accounting
= Totals
= Comments
= Document Status
= Perform Pre-Audis
= Previesy Documert
= Export Documernt
= Close Document

Help

Document Preparation

Available Accounting Codes for Accounting Codes

Quick Tip

S

Once two or more accounting codes are selected, the Allocation button iz enabled.

Enter Search Criteria
Accounting Code I Search I Retrieve I

For this Document you can:

to & Different Organization

Add | Newy Sccounting Code

Backl Continue |

Master Accounting Codes
Search Results

DOS000000254203 090-00. SAT4220030. . .

Zation tion Code

&1 DO90200001H4203 090-20-10. HSF4220030
51 DOS020000154203 090-20-10. SAT4220030
51 DO90200087H4203 090-20-20. HSF4220030
51 DOS0Z0008754203 090-20-20. SAT4220030

090-20-30. HSF4220030
090-20-30, SAT4220030
090-20-40, HSF4220030
090-20-40. SAT422003D
090-20-50. HSF4220030

51 DOS0200085H420:3
=1 09020003354 203
=l CLO030200039H4203
a1 DOS020005395420:3
51 DOS0200090H420:3

Accounting Codes for Accounting Codes

Cl aunting Lakel to add to Document

Prev 10 Hext 10

m to editidelete it

Extended

-

[«

If the user knows the accounting label that will be used on the document, they can type the complete label in
the Enter Search Criteria on the top of the page, and than hit the Retrieve button to find the accounting codes

Note:

associated with the label entered.

Enter Search Criteria
Accounting Code  [[030200087H4203 Search | Retrieve |

In pre-SAP Travel Manager, once the user selected the accounting code, they were done, and could move onto
the next window. In post-SAP Travel Manager, once the accounting code is selected, the User must update the

accounting code by clicking on the Pencil Icond .

Additional help? Contact the RFO Help Desk at 301-286-41FM
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/ VA
P _“1 'i‘ = /_Gelco
Infarmation Netwark” Travel Mén(a‘ger"&ﬂ
Setup Reports Logout Help Document Preparation
User: Update Accounting Code for Accounting Codes
JOHN RODRIGUET Quick Tip For this Document you can:
Traveler: You must erter an account lsbel before Updating the Extended Acct Codes. Extended Acct Codes
ELEFLEIE Label  [DOS0Z00087H4Z03 I Save Accounting _Save | acct Coce Upestes
[> Authorization: code and extendedd Cancel |Acct Code Updates
Accounting Codes o Accounting codes to _I ?
Organization 51 hd DEser O

= Documert Summsey

= Traweler N
) Accounting Codes
= ltinerary
= Ticketed Trans WES IDSD-2D-2D Internal Ord  |ENTER INTERMAL ORI

» Expenses Fund  [H5FAZ2003D ObjClass  [ENTER OBJECT CLA5¢ <mmm
= LodgingMEIE
i Hetifct | |
FAccounting
= Totalz Funds Res I I
= Comments Res Line tm I I

= Documernt Status
= Perform Pre-Aucdits
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From the Update Accounting Code window, the User will enter in the Internal Order and Object Class code.

Once the two required elements have been completed click the @l Acct. Code Updates button in the ‘For
This Document You Can’: area in the top right of the screen.

Note:
DO NOT place a check in the yellow box, Save Accounting code and extended I" Save Aceounting
Accounting codes to master list. Most users will not have the ability to check this box. mzzr”d‘fn;’miz‘io
By checking this box, you may compromise the integrity of the accounting code, -
causing various problems with the document.

Additional help? Contact the RFO Help Desk at 301-286-41FM




CHm

PROGRAM 15

User: Available Accounting Codes for Accounting Codes
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From the main accounting code window, the User will notice the elements of the accounting code that were
entered manually among the rest of the accounting information in the bottom of the window.

Legacy JON to Core Financial FCS Crosswalk,

As mentioned above, the implementation of the SAP required a new accounting structure, which is completely
different than the pervious make up of accounting codes. The Legacy JON to Core Financial FCS Crosswalk
has been developed to aid Users on which accounting code structure to use. The crosswalk can be accessed via
the web at http://corefinancial.gsfc.nasa.gov/CrossWalks/

Additional help? Contact the RFO Help Desk at 301-286-41FM
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e G5SFC o SAP Financial Structure Crosswalk
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Once the Core Financial — GSFC Crosswalk page is displayed. The user will than click on the appropriate link,
depending the on the type of travel document that is being created. The user will enter in the seven-digit UPN

: : : Enter
number without using dashes, and than click the ! button.

FC A M d
ore Financial = |

PRAOGHRAM

“rrvesting in NASA's fulure

“ou are heret Crozzwalk Home = SAP Financial Structure Crozzwalk

Core Financial CrossWalks

GSFC to SAP
Financial Structure Crosswalk

Enter your 7 digit UPN without dashes.
Like this: 3995001

Enter a 7 digit UPN: [3335001 Reset |

For Assistance Call the Help Desk at 301-286-2800 or 301-286-4100

The next window that is presented will display a list of all the accounting codes that are associated with the
UPN number that was entered.

Additional help? Contact the RFO Help Desk at 301-286-41FM




PROGRAM 17

PROGHAM

“rrvesting in NASA'S fulure

“ou are heret Crosswalk Home = SAP Financial Structure Crosswalk

Core Financial CrossWalks

BACK to Select a UPN

Click the UPN for the SAP Financial Structure
1-20 of 34 Records Next20

UPN JON BC PL FY 0OC

399-50-01 198-399-50-01-01 29 5 02 2590
399-20-01 158-399-50-01-01 29 5 02 2590
3599-50-01 198-389-50-01-01 28 5 96 2590
399-50-01 198-399-50-01-01 29 5 96 2590
3958-50-01 1568-399-20-01-01 29 5 96 2390
399-50-01 510-399-50-01-88 29 5 99 2590
393-20-01 240-399-50-01-62 29 5 96 2590
399-50-01 660-399-50-01-01 29 5 01 2550

Click on the UPN that represents the JON needed to complete the document. The next page will display the
different elements that make up the accounting code.

Additional help? Contact the RFO Help Desk at 301-286-41FM
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From this window, the User will be able to find the proper Internal Order and Object Class information that
is needed to complete the accounting code in Travel Manager. The Internal Order and Object Class code must
be entered into Travel Manager as they appear in this window. Any mistake will affect the documents ability to
interface with SAP.

Additional help? Contact the RFO Help Desk at 301-286-41FM
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