This quick reference is designed to assist LBNL users in setting up their travel on the online Travel Manager.
	Login


Access Travel Manager at http://trvprd.lbl.gov
Enter your LDAP user name and password (usually the same as your e-mail). If you don’t have an LDAP user name and password, contact HELP@lbl.gov. A first-time user will be prompted to create a signature PIN (personal ID number). The PIN must be at least 8 characters and include at least 1 numeric.

	Navigation


The menu on the left side of the screen changes, depending on where you are in Travel Manager.
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	Initial Menu
	Document Menu


Use the mouse to select from the Initial Menu or Document Menu. Either the Initial or Document menu will always be at the left side of your screen. Press [Tab] to navigate through the elements on a page. Click the Continue button to move through the document. Avoid using the Enter key.

Symbols
·  [image: image3.bmp]  denotes a required field

·  [image: image4.bmp]  denotes the edit option

 [image: image5.bmp] denotes delete

	
Creating a New Document


From the Initial Menu, click Create a New Document.

· Select a Document Type from the drop-down menu. 

· Assign a document name. (We recommend you use a date + city format. Ex: 010603Chicago.)

· Enter the traveler employee ID (EMP#).

Click Create this document.
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	Travel Authorization


Complete the following document elements:

Itinerary
· From the Document Menu, select Itinerary. Enter purpose, trip type, and trip dates. 
Note: Trip Purpose and Trip Type are required LBNL fields.
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Per Diem

· Click Add Location for each destination point.

· After completing the Add Per Diem Location screen, click Save. You are returned to the itinerary screen.

Click Save and then click Continue.
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Ticketed Transportation. 
Click Add Ticket.
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· Enter cost.
Click Save and  then click Continue.

Expenses 

Click the Use Quick Expense link in the upper right- corner to add anticipated expenses such as parking, rental car, registration fee, etc.
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· Click Save to save your expenses

· Then click Lodging/M&IE from the Document Menu to continue.

Lodging/M&IE

If a location is not found in this section, the rate defaults to the standard CONUS/ OCONUS rates.
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Edit lodging and meal amounts by clicking on the pencil icon next to the date you want to change. 

· Click Save when you are finished.

Then click Continue.
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Project ID

· Enter the project ID number and click Search.

Click on the project ID number to add it to your document. You may add additional project ID numbers in the same manner. If more than one project ID is entered, allocate the expenses to the appropriate ID by clicking on the Allocate link. Costs may be allocated by percent, date, category, individual item, or dollar amount.

See the Completing Documents section for instructions on completing your Travel Authorization.

	Vouchers


From Initial Menu (screen left), choose Create a New Document. The New Document screen appears. Use the drop-down menu to choose Document Type, either Local Voucher, Voucher from Authorization, or Voucher. 

Local Voucher 

· In the Local Voucher window, enter a unique Document Name and the traveler’s employee number (EMP#). 

· Click Create.

· Trip Type, choose 3 — Local Travel. 

· Choose a Trip Purpose.

· Click on the blue links (see picture below) to complete the local voucher.

· Enter expenses as explained under the Authorization section.

· Add a project ID. 

· Apply the Signed status to the document, enter your signature PIN, then click Stamp and Submit.
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Voucher from Authorization 

· From the Document Type field, select Voucher from Authorization as your document type.

· Tab out of the Document Type field.

Click on a traveler’s name, and select the appropriate authorization from the list presented.
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Click Create. The voucher is created with prefilled information from the authorization.

· Review each screen to update and add expenses. These screens operate in the same manner as the Authorization screens.

Voucher (without authorization)

· From the Document Type field, select Voucher as your document type.

· Enter a unique document name and the traveler’s Employee ID Number (EMP#).

· Click Create. 

Complete the document elements as instructed under Travel Authorization, including Trip Type.

	Completing Documents


Click Document Summary from the menu on the left..

· Apply the Signed status to the document, enter your signature PIN, then click Stamp and Submit.

Pre-audit results are presented advising you whether the document has failed any system audits. Any audit listed with a status of “fail” will require a change or the addition of justification comments. Add justifications by clicking on the Justify button.

	Routing the Document


Dynamic routing allows the preparer to select the document reviewers, approvers, etc. Several choices may be available, depending on the document type (authorization, voucher, or local voucher).
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For each level beginning with a double asterisk (**), you must click the pencil icon and select a signature from the list by clicking on the gray triangle ([image: image17.bmp]). A selected line turns pink.
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Click Select (in the upper-right corner). When you have chosen a name for each approval level, click Continue.
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The document routes to each name chosen for signing.
	Printing the Document


To print an open document, click on Preview Document from the menu on the left. The document will open in Adobe Acrobat and can be printed from there.

	Changes, Adjustments & Amendments


Changes

Changes may be made as long as the document status is Created. Once a document is signed, changes must be adjusted or amended, depending upon the document’s status.

Changes cannot be made and stamps cannot be applied to signed documents (authorizations, vouchers, or local vouchers) without creating an adjustment.

Adjustments

A document with a status of Signed may be changed by performing an Adjustment. 

· Click on Route and Review on the menu on the left. 

· Click the pencil icon next to the document you need to adjust. 

· Enter your signature PIN and click Sign.

· Make the necessary changes.

Save and/or Stamp your document to finish.

Amendments

Amended documents represent changes to authorizations or vouchers that have already been processed through the accounting system.

· From the Document Type menu, select Amendment.

· Click on the document to be changed from the list presented.

· Enter comments to explain why the document is being amended.

· Enter your signature PIN and click Create.

From the Document Summary window, make the necessary changes and click Save.

	HELP


A Training and Reference Guide is available on the ASD Travel Services web page at http://travel.lbl.gov/TravelManager/
Web Site: http://travel.lbl.gov
E-mail: TravelHotLine@lbl.gov
Telephone: 510-486-4500.
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