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Chapter 1
Introduction
Overview

Travel Manager is a fully integrated, customized system that includes document preparation, electronic audit, electronic signature, routing for approval and reimbursement and reporting features.

This manual provides instructions on accessing the system; navigating through its various components; creating and revising documents; routing and viewing completed documents.

If you have any comments or questions, please send them to TravelHotLine@lbl.gov.

· ASD Travel Services web site: http://travel.lbl.gov/
· Travel Manager web page: http://travel.lbl.gov/TravelManager/
· E-Mail Address: TravelHotLine@lbl.gov
· Telephone Line: x4500

Chapter 2

Getting Around in Travel Manager

Starting Travel Manager

· Open your web browser. Internet Explorer (IE)(  works best for PCs. Mozilla works best for Macintoshes. This manual uses screen shots from IE.

· Access Travel Manager by typing trvprd in the URL. The full path name is http://trvprd.lbl.gov
Note: For testing and training, always use http://trvtrn.lbl.gov. Do not create test documents in the production system.

· In the login window, enter your LDAP user name and password. Click OK
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Setting Your Signature Pin

The first time you login you are required to set up a signature PIN (personal identification number) to use when you are signing documents whether as a traveler or approver.


Note: The Signature PIN must be at least eight characters long and must contain at least one numeric and one alpha character. Your Signature PIN is case-sensitive.

· Enter a PIN

· In the Verify Signature PIN field, retype your signature PIN

· Click Save
If you forget your signature pin, send e-mail to TravelHotLine@lbl.gov or call x4500 requesting that it be reset. When you next login you will be asked to enter and verify a new signature PIN.
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The Travel Manager Main Window

The main window contains the Menu Toolbar on the top and the Documents Toolbar on the left hand side.

	Click the plane logo to go to www.gelco.com
Document Toolbar
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The Document Toolbar—Overview 

In Travel Manager press [Tab] to navigate through the different elements on a page (fields, buttons and checkboxes). It is recommended that you use your mouse to navigate through each link in the Document Toolbar.
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Selecting Buttons

Many web pages contain more than one button. Because browsers assign defaults to buttons differently, please note that pressing the Enter key on your keyboard may activate the wrong button. To ensure that the proper button is activated, click on the desired button with your mouse.

Navigation Notes

Always use the navigation buttons or links when moving around in Travel Manager. Do not use the Back or Forward icons in your browser’s icon bar.

Icons in Travel Manager

[image: image6.bmp]
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[image: image7.bmp]
Pencil icon indicates a line that may be edited by clicking on the icon.
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The X icon indicates a line that may be deleted by clicking on the icon.

Chapter 3

Travel Authorizations

Foreign Travel 

The Department of Energy (DOE) requires additional paperwork for foreign travel paid for by DOE funds. Enter all foreign trips into Travel Manager. Please see Appendix D for additional instructions on completing a foreign travel authorization.
Creating Travel Authorizations for Employees*
From the Document Toolbar (screen left), click Create a New Document.

Note: Fields with the symbol [image: image9.png]


 are Travel Manager required fields.
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· In the Document Type field, select Authorization from the drop-down list.

· Type a unique name for your authorization. For example, you might use your destination and a month and year. You are limited to 16 characters.

· Key in the employee number (EMP#) of the traveler or use the lookup buttons ([image: image11.bmp]) for employee number or traveler name.

· Click the Create button in the upper right corner and the Itinerary window is displayed.
Itinerary Information

	LBNL Required Fields
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Trip Information Fields

· Travel Authorization Number - this is filled in by the system and is a sequential number. This is the number required by the Laboratory’s travel agency (Maritz) when purchasing an airline ticket.
· Purpose – Use the drop down list to choose a trip purpose – this is an LBNL required field.
· Auth Date - The date the authorization was created. It defaults to the current date. You may change it if needed.

· Type – Use the drop down list to choose a trip type – this is an LBNL required field. The trip type determines how Travel Manager calculates allowances for M&IE and lodging. This field also determines the resource category in the general ledger.

· Description – This is a free form text field that allows you to enter information about the trip. This will appear in the Document Summary window as a "Read Only" field. If a purpose description has not been entered it will show "No Purpose Description Entered." It is recommended that you complete this field.

Departure and Return Information Fields

· Begin Travel – Fill in the beginning date of travel (mm/dd/yyyy) or click the calendar icon ([image: image13.png]


 ) to choose a date.

· Depart – This field can be entered manually or by choosing from the drop down list in the Depart Selection field. 

· Depart Selection
 – Use the drop down list to choose a departure point. If your departure point is not listed, you may type it in under the Depart field. 

· End Travel – Fill in the last day you will be on travel (mm/dd/yyyy) or click the calendar icon ([image: image14.png]


 ) to choose a date.

· Return - This field can be entered manually or by choosing from the drop down list in the Depart Selection field.

· Return Selection
 - Use the drop down list to choose a return point. If your return point is not listed, you may fill it in under the Depart field. Select the Return location from the selection list.

Per Diem Locations

The Per Diem Location area of the itinerary contains the arrival/departure date(s) and travel location(s) for the trip. 
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· To enter a travel location, click Add Location (lodging city) from the Itinerary screen at the bottom right.
· Enter enough characters to uniquely identify the travel location and click on the Search link. Travel Manager searches for any travel location that matches the criteria entered and displays the results in the Per Diem Location field. Select the appropriate location from the Select Per Diem Location selection list (multiple locations that meet the search criteria may be found).
· Unlisted Location – Check the Unlisted Location field if no per diem rate exists. The standard CONUS rate is used to calculate lodging and M&IE amounts. 
· Select Unlisted State – This field lists all states and countries. If you check the Unlisted Location field, you must select a state or country from this field. The state or country is displayed in the Search Per Diem Location field. 

· Select Per Diem Location – Any matches found meeting the criteria entered in the Search Per Diem Location field.

After you have added a per diem location(s), you can update or delete the locations in the Per Diem Locations section of the itinerary window. The locations are sorted in order of arrival date.
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· To delete a location, click the X icon under delete. 

· To update an existing per diem location, click the pencil ([image: image17.png]


) icon under edit.

Per Diem Lookup

An alternate method of finding your per diem location is to use the Lookup link.
· Click on the Lookup link to display the Per Diem Lookup window allowing you to perform a detailed per diem locations search.
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· Select the State/Country from the drop-down list then select from the list of available locations in the Location field.

· Click on the Rate button to see the current per diem rate or on the Links button to see nearby locations where the same per diem rate applies.

· Click Close to return to the Per Diem Lookup screen.

· Click the Select button at the upper right to return to the Add Per Diem Location screen.

· Click Save to save your per diem location and return to the Itinerary Information screen.

· Click Continue to move to the Ticketed Transportation window.

Unlisted Cities 

When travel is to a location within the 48 states where no per diem rate exists, determine the county for the location. For example, to locate Antioch, Ca. click on Lookup and then choose California and Contra Costa County.
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If the county or country has no per diem rate, then you must use the standard CONUS or the other OCONUS rate. If you need help locating the county or country you can refer to http://geonames.usgs.gov
Using the Standard CONUS or other OCONUS Rate

To use the standard rate: Type in the name of the city. From the Select Unlisted State dropdown box select the appropriate state or country abbreviation. Check the Unlisted Location checkbox. Click Save. The per diem rate is set at the standard CONUS rate or the other OCONUS rate.
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Ticketed Transportation

If airline tickets are purchased from the Laboratory’s travel agency (Maritz) enter the cost of the ticket on the Ticketed Transportation screen. If airline tickets are purchased from another agency, enter the cost of the ticket on the Expenses screen.
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· Click the Add Ticket button to enter ticket information. You only need to enter the actual or estimated cost of your airline ticket enter in the Cost field.
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Adding Estimated Expenses to the Authorization

The entry of expenses on the authorization helps to determine the total cost of the trip. This is not a required section. Expenses entered on the authorization can be automatically populated onto the voucher and can be changed to actuals. If you do not enter expenses on the authorization, they will need to be entered on the voucher. Either way is acceptable.

Note: Lodging Taxes are shown on the Quick Expenses screen. Do not include Lodging costs on this screen. Please move to the M&IE screen to include lodging costs.

Using Quick Expenses

The best method to add estimated or actual expenses to a document is to use the Quick Expenses feature.

· Click Expenses on the Document Toolbar (screen left).

· Click Use Quick Expenses button in the upper right hand corner.

· The Quick Expense Entry screen displays.
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To enter expenses:

· In the Date field, type the date or click on the Calendar icon and select a date. 

· In the Expense Type field, select an expense. 

· In the Cost field, type a dollar amount. 

· Miscellaneous Expenses: All miscellaneous expenses require an explanation. To enter an explanation save the expenses and then click on the pencil icon at the bottom of the screen and enter your explanation on the Expenses screen.

To enter a mileage expense

· Enter the date and expense type (Privately Owned Vehicle for mileage expense).

· In the Miles field, type the number of miles. 

· Click on the Clear Expense icon ([image: image24.png]


) to clear out each field of the expense.

· To copy an expense to the next line enter an expense and click on the Copy Expense ([image: image25.png]


) icon.

· Click Save and the expenses are displayed in the Current Expenses browser at the bottom of the screen.
Click on Lodging/MI&E (screen left) to move to the next screen.
Using the Foreign Calculator

The Foreign Calculator screen is not a required screen. It is somewhat confusing and is explained here if you choose to use it.
The Foreign Calculator window is displayed when you click on Foreign Calculator from the Add/Update Ticketed Transportation window or from the Expense Entry window.
Before using the Foreign Calculator in the Expense Entry window you must first complete the expense type description field before clicking on Foreign Calculator.
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· Expense Cost – Leave this field blank. It is calculated by the system and will populate the Cost field when you click Use Calculated Amount.

· Foreign Currency – Enter the amount of the foreign currency. 

· Exchange Rate (Foreign Units/US$) –Enter the exchange rate and press [Tab] to see the cost in US$ in the Expense Cost field. The currency conversion rate is available from OANDA.com (http://www.oanda.com/convert/classic).

To use the calculated amount, click Use (Calculated Amount). Note that the calculated amount is displayed in the Cost field for the expense.

Lodging and M&IE

Click Lodging/M&IE in the Document toolbar or click Lodging/M&IE Details from the Document Summary window to access the Lodging & M&IE window. This window contains daily expense information.
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· To update lodging and meals information, click the pencil icon next to the entry you want to update. The Update Lodging and M&IE Expenses window is displayed.

· To reset lodging or meals information, click the Reset icon ([image: image28.bmp]) under the reset column. The entry is set to the default value. To reset all lodging and meal information, click Reset All (Lodging Expenses) in the top right hand corner.

· To duplicate lodging rates for each remaining night, click the Replicate icon ([image: image29.bmp]) on the line of the rate to be copied.

Note: Lodging costs only are shown on this screen. Lodging Taxes are shown on the Expenses screen.

Actual Costs on Authorizations

When creating an authorization you may enter actual costs on the Lodging/M&IE screens.

Lodging and M&IE costs are only copied to a voucher from authorization document when they have been entered on the authorization as actual costs. 
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To edit M&IE rates on an authorization click on the pencil icon next to the day you need to change. The Update Lodging and M&IE Expenses screen appears.
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Lodging - Enter the actual amount for this day in the Lodging section. Do not include room taxes. Taxes are entered on the Expenses screen. Use the Apply Through Dates field if other dates are the same.

Conference Allowance - LBNL does not use the Conference Allowance section.

Actuals – Click the Lodging check box if your lodging costs exceed the CONUS/OCONUS rate. If you are claiming the actual cost of meals, click the Meals checkbox and enter the amount claimed for each meal. If your actual meal costs exceed the CONUS/OCONUS rate, you must provide receipts and a justification. Conference meals may not exceed the CONUS/OCONUS rate. (See RPM 4.01K.)

Leave Data – If you are not entitled to lodging or per diem for a particular day (e.g., it is a personal or vacation day) check the Annual or Other radio button. This will automatically deduct the per diem and lodging costs for that day.

Meals Provided – If you had meals provided to you as part of a conference registration or other means, check the appropriate box(es) and that meal will be deducted from your per diem.

If the same circumstances apply to more than one consecutive day, you may use the Apply Through Date: field on the right hand side of the screen to apply the changes to several days with one mouse click.
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Click the Save button to apply the changes.

Official Travel Combined with Personal and/or Vacation Days

· To zero out M&IE costs for personal or vacation days click the pencil icon next to the entry you want to change. The Update Lodging screen is displayed.

· Change the Lodging field to zero.

· If the change is for vacation, click the radio button under the Leave Data section to be Annual.
· If the change is for a personal day where Lodging and M&IE costs are not allowed, click the radio button under the Leave Data section to be Other.

· If this change is for more than one day use the Apply Through Dates field to indicate the ending date. Click Save.
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Costs Paid by Others

If the costs of your trip are being paid by others:

· Click the Override button (Lodging and M&IE) from the M&IE screen in the upper right corner. The Override screen is displayed.
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· In either the Quarters or M&IE Amount field type a zero. Click Save (Lodging and MI&E Overrides).

· On the following screen click Save (Expense Changes).


Note: An asterisk (*) is displayed in the Special column if any fields have been changed in the Lodging and M&IE Expenses window.

Important: Any costs paid by others must be removed.

Other Authorizations

To access the Other Authorizations window, click Other Authorizations Details in the Document Summary window. This window automatically appears if you have an expense that needs to be justified.
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The Other Authorizations window contains the following two lists: 

1. Master List of Other Authorizations—Displays a list of circumstances that require justification. If any of these circumstances apply to your trip they are automatically shown just beneath this list.

2. Other Authorizations on Current Authorization—This is a list of audits in your authorization that require additional justification. Click on the authorization and provide text to justify the special circumstances.

To remove a code, click the red X icon on the authorization code. 
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Project ID for Travel

To access the Project ID window, click Project ID from the Document Toolbar or click Project ID Details from the Document Summary window.
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You may add more than one project ID to your travel authorization

Enter Search Criteria – Allows you to search for Project ID by entering a specific project ID.

· In the Project ID field (in the Enter Search Criteria area), type the Project ID. 

· Click Search. 

· The results of the search are displayed under Master Project ID Codes. 

· If you have entered a valid project ID you must click on the project ID to move it to the Project ID Codes for this trip section. If you have entered an invalid project ID, you will not be able to choose the project ID.

Travel documents (all authorizations and vouchers) are routed electronically for approval signature to a routing list based on the project ID charged. In the case of project IDs from two different divisions, the document is routed to the division of the last project ID in the list on the Project ID screen.

Allocating Costs to Multiple Projects

When you have chosen more than one project ID the screen changes to allow you to allocate costs to each of the project IDs. Costs may be allocated in to each project by percentage.
To allocate costs, click on the word Allocate. The Project ID Allocation Summary Window is displayed.
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The Project ID Allocation Summary area displays the organization, project ID and the amount allocated to a project ID.

Allocating by Percent

In the Project ID Allocation Summary area, click 0 (or the value displayed) in the Percentage column for a Project ID. The Allocate by Percent window is displayed.
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To allocate by percent:

· In the Percent field, enter the percentage you wish to allocate to the project ID. 

· Press [Tab] and note that the remaining percentage is allocated to the other project ID. 

· Click Save (Percent Changes). 

Note: The changes are only saved when the project IDs percentages equal 100 percent.

If more than two project IDs are present; the "Unallocated Percentage" field is displayed. After the allocation is made by percentage to all project IDs the unallocated Percentage field must be blank.
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Totals Screen

Review this screen to be sure you have allocated costs to the correct project ID(s).
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Cash Advances

Note: Cash Advances are allowed only for employees who don’t have a corporate charge card. All advances must be approved in writing by the Travel Office. Please send email to TravelHotLine@lbl.gov with your request.
Comments

Comments can be added to authorizations, vouchers, or local vouchers.

· To access the Comments window, click the Comments link from the Document Navigation toolbar or click Enter Comments from the Document Summary window.

[image: image42.png]Comments for San Diego, 1-2003

Quick Tip For this Document you can:
Clck Apply and preset comments are inserte o the Commeris fie. Comments can lso be Apply |Freset Comments

typed direcly ino the comments fikl Comments apply to he ertire document.

Comments Save | Comments.

Back | _Continue
Close | wihout Saving Comments





In the Comments field, type text and click Save (Comments).

· To return to the previous screen without saving the comments, click Close (without Saving Comments).

Completing the Authorization

Before the document is complete it must be signed (stamped) so that it can be routed for approval. The authorization can be signed (stamped) from the Document Summary window or from the Document Status window. Documents cannot be signed with the status Initiate Routing from the Route and Review or Review Documents windows.
Travel Administrators may sign the Travel Authorization with the traveler’s and the division’s written approval.

From the Document Navigation toolbar click on Document Summary and the Document Summary window is displayed.
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The Status window makes it possible to track the processing flow or "history" of a document. This history shows whether the document is pending approval, approved, processed, and so on.
The following list describes the areas of the Status window:
· Status to Apply—The status you are being asked to sign for appears in the Status to Apply field.
· Signature PIN—Type your electronic signature PIN for this document.

· Remarks—Enter any explanation/comments about the document. The comments are saved with the history of the document and can be viewed in the Document History area.

· Stamp—Click Stamp (and Submit Document) after typing your electronic PIN. The document is saved with the current status code. When stamping documents, the Document Toolbar is unavailable.

· Document Routing—Displays a list of the remaining signatures that must be applied to the document.

· Document History—Displays the status stamps and signatures that have been applied to the document. 

Pre-Audit Results

When you have electronically signed (stamped) your document and clicked the Stamp button, the next screen is the Pre-Audit Results. This screen tells you if your authorization has failed any of the system audits.
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A status of Fail for any of the audits means that you need to review the audit and change the information on the authorization or provide comments for justification. Each audit with a Fail status also provides an explanation. For additional information click the detail icon ([image: image45.bmp]) next to the name of the audit process. Providing a justification will not make the Fail status disappear.
When you have completed the pre-audit results screen, click Continue.
Printing the Authorization

From the Document Toolbar of an open authorization, click on Preview Document. The travel authorization document opens in Adobe Acrobat. A sample document is in the Appendix.

Approval Signature(s) – aka Dynamic Routing

Dynamic routing allows you to select different approving officials at the time you sign (stamp) the authorization. The Dynamic Routing window is displayed after you sign (stamp) your document. 

Each division/department has provided their specific routing list.

Each traveler or document preparer must choose a signature for each authority level from the list provided. This is called Dynamic Routing. The Dynamic Routing Screen is shown below.
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· To select an approving official from a role, click on the Pencil icon ([image: image47.bmp]). The Select Routing Recipient window is displayed.
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· Select a name by clicking on the triangle icon ([image: image49.bmp]). When a name has been selected the line is highlighted in pink and an X icon appears in place of the triangle. If you need to delete or change the signature chosen, click the X icon.
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· Click the Select (Signatures for Entry) button.

· Continue clicking each pencil icon until you have a name for each approval level.
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If you select more than one name for a level, the authorization will be routed to each name for an electronic signature. Only one name is required for each level.
When you have completed selecting names, click Continue (Stamping & Dynamic Routing).

What is the Status of my Authorization?

When a document has been signed (stamped) approved or returned in Travel Manager the Traveler will receive an e-mail with the current status of the document.

The status of a document may also be checked by clicking on Open Existing Document and choosing the traveler’s name. The list of the traveler’s trips will appear along with the status of each trip.
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Additional detailed information can be seen by opening the document and clicking on Document Status in the Document Toolbar (screen left).
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Chapter 4

Vouchers

There are three kinds of vouchers in Travel Manager: Local Vouchers, Vouchers from an Authorization and Voucher (without an authorization). Vouchers and Vouchers from an Authorization are exactly the same. A Voucher from Authorization imports information already entered into an authorization.

Important: All vouchers must be signed by the traveler according to the RPM Section 4.M.6 and Federal Travel Regulation 301-52.3. For Travel Manager, all vouchers must be signed electronically by the traveler. Guests will sign a paper copy of the voucher which is to be sent with the receipts to ASD Travel Services at Mail Stop 937-500.
Receipts

After completing your voucher you are required to send your receipts to ASD Travel Services.

A receipt checklist is available on the last page of the voucher document (see Appendix A). Please print the receipt checklist and put it in an envelope with all of your receipts. Write the travel document name on the envelope with a dark pen, and send it to Travel Services, MS 937-500.
The voucher document is printed by clicking on Preview Document in the Document Menu (screen left). The document will open in Adobe Acrobat(.

Vouchers
Documents in Travel Manager all begin the same way. From the Document Toolbar (screen left) choose Create a New Document. The New Document screen appears. Use the drop down menu to choose your document type, is this case, Voucher.
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Enter a unique document name and the Employee ID number (EMP#) of the traveler.

Click Create this Document. The Itinerary screen appears.

Itinerary Information

From this point forward, each screen is the same as in the Travel Authorization. Refer to Chapter 3 for information on completing the screens that follow.

Voucher from Authorization

From the Document Toolbar (screen left) choose Create a New Document. The New Document screen appears. Use the drop down menu to choose your document type, in this case, Voucher from Authorization.
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After choosing your document type, skip the Document Name field and the Employee ID Number (EMP#). Click on Create this Document or Tab out of the field. Either action will bring up a Traveler Listing (Voucher from Authorization) screen. For travelers this is a list of your trips. 
Travel arrangers may need to click the Search button to see a list of employees to which they have access. Alternately you may type in the last name of the traveler and click Search to bring up only that traveler.
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Before clicking the Search button
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After clicking the Search button

Click on a traveler’s name on the left hand side of the screen and a list of their trips will appear on the right hand side.
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Choose the trip you want to import into the Voucher from Authorization document. Any information entered into the Authorization document is imported into the Voucher from Authorization document. 

You will need to review each screen to update the costs to actuals and add other expenses incurred on the trip.

Once you have created the Voucher from Authorization document each screen is the same as in the Travel Authorization. Refer to Chapter 3 for information on completing the screens that follow.

Local Travel >12 hours with no Lodging
For travel greater than 12 hours but not overnight use a voucher document not a local voucher document.

· Trip Duration (just under the date fields) indicates 12-24 hours no lodging.

· M&IE is 75% of a full day’s rate.

All other parts of the voucher are the same as a regular voucher.
Actual Costs on Vouchers
Whether you are creating a voucher or a voucher from an authorization you will need to enter actual costs on the Lodging/M&IE screens.

Lodging and M&IE costs are only copied to a voucher from authorization document when they have been entered on the authorization as an actual cost.
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To edit these M&IE rates on a voucher (or voucher from authorization) click on the pencil icon next to the day you need to change. The Update Lodging and M&IE Expenses screen appears.
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Lodging - Enter the actual amount for this day in the Lodging section. Do not include room taxes. Taxes are entered on the Expenses screen. Use the Apply Through Dates field if other dates are the same.
Conference Allowance - LBNL does not use the Conference Allowance section.

Actuals – Click the Lodging check box if your lodging costs exceed the CONUS/OCONUS rate. If you are claiming the actual cost of meals, click the Meals checkbox and enter the amount claimed for each meal. If your actual meal costs exceed the CONUS/OCONUS rate, you must provide receipts and a justification. Conference meals may not exceed the CONUS/OCONUS rate. (See RPM 4.01K.)
Leave Data – If you are not entitled to lodging or per diem for a particular day (e.g., it is a personal or vacation day) check the Annual or Other radio button. This will automatically deduct the per diem and lodging costs for that day.

Meals Provided – If you had meals provided to you as part of a conference registration or other means, check the appropriate box(es) and that meal will be deducted from your per diem.

If the same circumstances apply to more than one consecutive day, you may use the Apply Through Date: field on the right hand side of the screen to apply the changes to several days with one mouse click.
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Click the Save button to apply the changes.

Total Details Screen

When you have completed your voucher you may determine how much of your reimbursement amount is paid to your corporate charge card. Enter into the field called Add'l Gov't Charge Card Payment the amount of your reimbursement you want paid to your corporate charge card.

Be sure to click on the Calculate button to recalculate the screen.
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Local Vouchers

Refer to the Travel Office web pages for the Laboratory’s reimbursement policy for local travel.

http://travel.lbl.gov/Procedures/reimbursement.htm and

http://travel.lbl.gov/Procedures/local.htm.

Local Vouchers are created like other documents. From the Document Toolbar (screen left) choose Create a New Document. The New Document screen appears. Use the drop down menu to choose your document type, in this case, Local Voucher.
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Enter a unique Document Name and the Employee Number  (EMP#) of the traveler. Click Create this Document and the Document Summary screen appears.
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The screens that follow may be reached by clicking on the blue links. The screens are identical to those in the authorization and other voucher documents. Refer to Chapter 3 for detailed information on completing the screens.

Trip Type ― Use the drop down menu to choose trip type 3-Local Travel. The trip type is always Local Travel when you are completing a Local Voucher.

· Trip Purpose ― Complete the Trip Purpose field by choosing a purpose from the drop down menu.

Click Save before continuing.
· Adding Expenses ― To add expenses to your local voucher, click on either Expenses Details or Quick Expense to add expenses to your voucher.

· Project ID ― Click on the Project ID Details link to add a project ID.

· Document Status ― Click on the Document Status link to sign the local voucher and submit it for routing.

Expense Reimbursement Prior to Traveling

To receive reimbursement for costs incurred prior to travel:

· Create a Voucher (not a Voucher from Authorization).
· Go to the Quick Expenses screen and enter your expenses.

3rd Party or Vendor Payments

Third party or vendor payments such as registration fees are done by the Travel Office. Please send an e-mail to TravelHotLine@lbl.gove with your request.
Chapter 5

Adjusting Travel Documents

Making Changes to Documents

Changes can be made to a document as long as the document status is CREATED.

Note: Changes cannot be made and stamps cannot be applied to signed documents without creating an adjustment. 

Once a document has been routed (document status INITIATE ROUTING), the changes made to that document are called Adjustments. Adjustments can be made to authorizations, vouchers, and local vouchers only by employees whose names are on the routing list.
Any changes desired after the document has been approved require that the original document be returned, copied, adjusted and resubmitted through dynamic routing. Contact Travel Services (TravelHotLine@lbl.gov) to have your document returned.

To adjust a document:

· From the Route & Review window, click on the Adjust Document (Pencil) icon beside the document you want to adjust.

· The Open Document Signature screen is displayed. In the Signature for Adjustment field, type your signature PIN.

· Click Sign and the Document Summary window is displayed. Make the necessary changes. Save and/or stamp your document.

Chapter 6
Traveler Personal Information

Personal information on Travelers in Travel Manager can only be updated and/or changed by Travel Services. This information is accessed after opening a Travel Authorization document or Travel Voucher by clicking on Traveler from the Document Toolbar or Traveler Details from the Document Summary window. The Update Traveler Information window is displayed.

Information that is defaulted into the screen comes from a nightly download from HRIS (Human Resources Information System). Information changed on this screen will not cause a change in HRIS. Changes to the fields marked with an asterisk will be overwritten by the nightly update from HRIS:

Personal Data Section

· *Employee ID
· *Tax SSN – This is your employee number preceded by three zeros

· *Last Name

· *First Name

· *Organization – This is your organization code.

· Charge Card

· Routing List – This is a dynamic field and is changed depending upon the project to which your trip is charged. This is the name of the routing list of approvers to which your document will be routed.

· *E-Mail – The e-mail address shown for you in HRIS

· City of Residence – This is an optional field. When this field is completed it becomes available in the drop down menu on the Itinerary Screen for your use (see Chapter 3 – Itinerary Information section).

Duty Station Section

· *Phone
· *Mail Stop (called Mail Code)

· *Clearance – Your building number

· *Voucher –Your Supervisor’s Name

· City – This is an optional field. When this field is completed it becomes available in the drop down menu on the Itinerary Screen for your use (see Chapter 3 – Itinerary Information section).

Account Information Section

· *Rep ID – Your supervisor’s employee ID

Other fields in this section are not used by LBNL.

Agency Defined Miscellaneous Data

· *Room – Your room number

· Traveler Type – 1 = DOE Contractor, 2 = Non-DOE Contractor
Everyone loaded into the Travel Manager database is defaulted to a traveler type 1. It is important to change the traveler type to 2 for guests who are non-DOE contractors. If you have questions, please contact TravelHotLine@lbl.gov or call x4500.

· Remit Address – Your reimbursement will be sent to this address. 1 = Home Address (see Mailing Address under Traveler’s Personal Data section). 2 = Mail Stop at the Laboratory.

· Added to System – H = the information was downloaded from HRIS, M = the information was added to the Travel Manager database manually and will not be overwritten by information from HRIS.

· Direct Payment – No – your reimbursement check will be sent to the address indicated in the Remit Address field above. Yes – the reimbursement check will be direct deposited as setup in the Accounts Payable system.

The following pages are an example of the Traveler Information page.
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Changing fields in any section allows you to have the information available to you whenever you create a new travel document.

None of the information is required other than the defaulted information from HRIS. All other fields are at the Traveler’s discretion.

Chapter 7
Guest Travel

Creating Travel Documents for Guests with Employee Numbers
Guests who come for a short visit, who are continuous, or who are stationed at LBNL have employee numbers issued through HRIS. For guests that have LBNL employee numbers travel is arranged in exactly the same manner as for employees.

Important: The first time travel is created for a guest with an employee number a change must be made to their traveler type in the Traveler screen. Contact Travel Services (TravelHotLine@lbl.gov) to have this change made.
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Reimbursement for Guests with Employee Numbers

Travel reimbursement checks for guests with HRIS issued employee numbers can be sent either to the guest’s home address or to the guest at their Laboratory mail stop.
1. To have the reimbursement check sent to the guest’s home address, type the number 1 (one) in the Remit Address field.

2. To have the reimbursement check sent to the guest’s Laboratory mail stop, type the number 2 (two) in the Remit Address field.

The address for the home or Laboratory address will be taken from the HRIS database.

Creating Travel Documents for Guests without Employee Numbers

When you have a guest that does not have a LBNL employee number the guest must added to Travel Manager following the procedure below.

· Send e-mail to Travel Services (travelhotline@lbl.gov) to get a guest number. The number will begin with a G and be the same length as employee numbers. Provide the following information to Travel Services:

Full name of the guest
Division Contact Name 
E-mail address of Division Contact
Name of Guest’s Institution
Guest’s Mailing Address
Address to mail reimbursement check to – this may be at the Laboratory.

· The Travel Office will create the Guest’s Traveler Profile. When this is completed you will be notified that you may now create trips. From this point forward completing travel documents for guests is the same as for employees.
Signing Authorizations and Vouchers

The sponsoring employee for guests may sign travel authorizations.

If the guest is still at the Laboratory and has a Laboratory e-mail address they have access to Travel Manager and can sign their vouchers electronically. If the guest does not have a Laboratory e-mail address the guest must sign a paper copy of any voucher and the Laboratory sponsor must sign electronically in Travel Manager. Receipts are forwarded along with a signed copy of the voucher to Travel Services at Mail Stop 937-500.

If the guest has left the Laboratory, the guest may sign a faxed copy of the completed voucher and the sponsoring employee must sign the voucher electronically. Receipts are forwarded along with a signed copy of the voucher to Travel Services at Mail Stop 937-500.
Chapter 8
Troubleshooting & Other Utilities
Remove Edit Lock

A document becomes edit-locked when you open your document and your computer crashes or when the document is closed improperly. Edit-Locked documents are in View Only mode and no changes can be made to the document until the edit-lock status is removed. 

Note: Please remove edit-locks only for your own documents.

To remove edit locks.

· Click Remove edit locks from the Admin menu under Setup. 

· A table shows a list of all documents that are in Edit Lock status. It shows the TYPE of document , the DOCUMENT NAME, the LOCK DATE and LOCK TIME.

· Click on the DOCUMENT NAME you wish to unlock from the EDIT mode.

· Once it is done the screen shows "Document lock has been removed."

· Then you close the edit lock window.

Copy Document

If you frequently prepare travel authorizations, vouchers or local vouchers for almost the same itinerary you can use the Copy Document utility in Travel Manager. 

Click the Copy Document link from the Document Toolbar (screen left) to make a copy of a document.

When a document is copied, you can assign a new employee number or guest ID number to the copied document.

To copy an existing document: 

· Click the Copy Document link from the Document Toolbar to make a copy of a document.

· In the Traveler Listing browser, click the name of the traveler whose document you want to copy. 

· The traveler's documents are displayed in the Document List browser. 

· Click the Copy Document icon ([image: image69.bmp]) next to the document you want to copy. The Copy Document window is displayed. 
· Click Save.
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· In the Copy to Document Name field, type the name of the new document.
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Copying a Document from One Traveler to Another Traveler

If you want to copy a document from one traveler to another simply change the employee number, the traveler name and type in the name of the new document in the above screen and click Save.

Deleting Documents

Permissions determine whether or not you can delete a document. Only system administrators may delete documents once they have been approved. Travelers and travel arrangers may delete documents that have not yet been signed.

· From the Document Toolbar, click Delete Documents. The Traveler Listing window is displayed. 

· In the Document Type field, select a document type.

· To search for a traveler name, type a name into the Last Name field and click Search.

· From the Traveler List, click on the name.

· The Document List window is displayed. To delete a document, click the X icon beside the appropriate document.

· At the prompt, "Are you sure you want to delete this document?" click OK.

Resetting Your Password

Since Travel Manager uses the LDAP password, if you forget your password you need to contact the Laboratory Help Desk at x4357 (HELP).

Note: Passwords are maintained separately from electronic signatures. You must use Set Signature to reset your electronic signature.

Resetting your Electronic Signature PIN
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To reset your signature PIN: 

· From the Setup menu click Admin, click Set Signature.

· Type your current signature into the Current Signature PIN field.

· Type your new signature into the New Signature PIN field.

· Verify your new signature by typing it into the Verify New Signature PIN field.

Note: The electronic signature must be at least eight characters long and must contain at least one numeric or one alpha character. Your signature is case sensitive.

· To exit the Set Signature window, click OK.

Forgot your Electronic Signature PIN?
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If you forget your electronic signature PIN call x4500 or send e-mail to TravelHotLine@lbl.gov and the Travel Services staff will reset your signature PIN for you.

The next time you login to Travel Manager the screen above will appear and you can create a new signature PIN.

Delegate Authority 

From the Setup menu, click Admin, click Delegate Authority. The Delegate Authority window is displayed.
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With the delegate authority feature, you can:

· Delegate your signature authority to another approving official.

· Delegate documents that already exist in your review list.

· Revoke your signature authority from another approving official.

EXAMPLE: If you know you will be out of the office, you can use this function to assign signature authority to a coworker who will review and sign documents in your place. When you return to the office, you can revoke signature authority from your coworker or keep it intact.

To delegate your signature authority,

· In the Delegate Authority window, there are two ways to select a user:

1. Type the first few letters of the user name in the Name field (first name, last name) and click Search. The user is displayed in the Name field.

2. Click List All to view all possible delegatees.
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· In the Delegate Authority area, click person's name to whom you wish to delegate signature authority. The Signature window is displayed. 
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Note: If the person you have selected has a different permission level than you, the following message is displayed in the Signature window, "Name has permission level #, which is different from your permission level. Consider the difference in permission-levels prior to delegating authority." If you save authority delegation, you can still delegate your signature authority. However, the person may not have access to certain functions. To cancel, click Close (without Delegating).

· In the Signature PIN field, type your electronic signature. 

· Click Delegate Authority for All Documents Currently Waiting for Delegator. 

· Click Save (Authority Delegation).

1. If you do not have documents already waiting in your review list, a message is displayed. At the prompt, "No documents in the routing list that need to be delegated were found", click OK.

2. If you have documents already waiting to be signed in your review list, the Delegate Authority Results window is displayed. Each field is described below: 
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· Result—The result is displayed as Delegated for delegated documents or Edit-Locked for locked documents. Edit-locked means signature authority was not delegated for this document because the document is locked. 

· Doc Type—The document type: authorization, voucher, or local voucher.

· Doc Name—The name of the document.

· Traveler—The name of the traveler on the document.

· After reviewing this window, click Close.

· Click on the List Current Authority button to view. The names are displayed under the Delegate Authority section. 

[image: image78.png]Authority Delegated to: CarolJohnson

Quick Tip
To delegate sigring autharty, cick onthe person's name.

List All [possile Delegatees
[Search Criteria Enter Nar ResshHpeec

List Current

Delegate |,

Authorty
Organization | Al

tame Search wth for Existing Docs
Delegate Authority

a0 002433 Carollofnson 062402 K Revoke Cunrent Authori





· To exit the Delegate Authority window, click Close in the Toolbar menu at the top.

Chapter 9
Approving documents

Chapter 9 is intended to be able to stand alone for those users who are not preparing documents but only approving them. Information found in the beginning chapters is repeated here for the convenience of those users.

Starting Travel Manager

· Open your web browser. Travel Manager works with both Netscape and Internet Explorer (IE) browsers. This manual uses screen shots from IE.

· Access Travel Manager by typing trvprd in the URL. The full path name is http://trvprd.lbl.gov

· In the login window, enter your LDAP user name and password, i.e., your e-mail name and password.

· Click OK
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Setting Your Signature Pin

· The first time you login you are required to set up a signature PIN (personal identification number) to use when you are signing documents whether as a traveler or approver.


Note: The Signature PIN must be at least eight characters long and must contain at least one numeric and one alpha character. Your Signature PIN is case-sensitive.

· Enter a PIN

· In the Verify Signature PIN field, retype your signature PIN

· Click Save
If you forget your signature pin, send e-mail to TravelHotLine@lbl.gov requesting that it be reset. When you next login you will be asked to enter and verify a new signature PIN.
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The Travel Manager Main Window

The main window contains the Menu Toolbar on the top and the Documents Toolbar on the left hand side.

	Click the plane logo to go to www.gelco.com
Document Toolbar 
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Selecting Buttons

Many web pages contain more than one button. Because browsers assign defaults to buttons differently, please note that pressing the [Enter] key on your keyboard may activate the wrong button. To ensure that the proper button is activated, click on the desired button with your mouse.

Route and Review Documents

Choose Route and Review Documents from the left hand menu.
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Stamp Document

The Stamp button is available only when one or more documents are selected from the Route and Review window.
To stamp one or more documents: 

· From the Route & Review window, click the Select Document (Arrow) icon beside the document(s) you want to select. When a document is selected, the Select Document (Arrow) icon changes to an X icon. The document can be deselected by clicking on the X icon. 
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Route & Review Documents Window

· Click the Preaudit & Stamp button. The Pre-Audit Results window is displayed. Click Continue Signing Documents button. 
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Pre-Audit Results Window

· The Document Stamping window is displayed. All the documents you selected are listed in the Currently Selected Documents browser. 
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Document Stamping Window

· Type any remarks about the document in the Remarks text field.

· Type your electronic signature in the Signature PIN field.

· Click Stamp.

· The Document Stamping Log window indicates what stamp was used when the document was signed and if the document passed or failed the pre-audit process.
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Document Stamping Log Window

· Click Close. 
Canceling or Returning a Document

When a document comes to you for stamping, the status you are being requested to approve is automatically shown. If you want to return the document to the traveler for more information or cancel the trip use the drop down menu to choose the new status for the document.
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Choose Returned to return the document to the traveler for additional information. Be sure to include remarks so that the traveler will know why it has been returned.

To cancel the trip, choose Cancelled.

Pre-Auditing Documents before Signing

To pre-audit a document click Pre-audit (Selected Documents). Documents can be pre-audited from the Route & Review module.

· From the Route & Review module, click the Select Document (Arrow) icon next to the document you want to select.

· Click the Pre-audit button. The Pre-Audit Results window is displayed. 
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The following list describes the areas of the Pre-Audit Results window. 

· Type—Displays the type of document audited: authorization, voucher, or local voucher. 

· Document—Displays the name of the document. 

· Traveler—Displays the name of the traveler. 

· Document Status—Indicates whether the document passed or failed the audit. 

· Audit Process Details—Displays the name of the audit. 

· Status—Indicates whether the document passed or failed the audit process. 

· Comments—Displays any remarks concerning audit failure.

When you have determined that all audits have passed, click Close.
Adjusting Documents

Once a document has been routed (document status INITIATE ROUTING), the changes made to that document are called Adjustments.  Adjustments can be made to authorizations, vouchers, and local vouchers.

To adjust a document:

· From the Route & Review window, click on the Adjust Document (Pencil) icon beside the document you want to adjust.

· The Open Document Signature is displayed. In the Signature for Adjustment field, type your electronic signature.
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· Click Sign and the Document Summary window is displayed. Make the necessary changes. Save and/or stamp the document.

Document Details

Document details can be viewed from the Route & Review module for an authorization, voucher, or local voucher. All pertinent information about the document can be accessed from this window.

To view document details:

Click the Review Document Details icon ([image: image90.bmp]) beside the document and the Document Details window is displayed.
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Logout

To logout of Travel Manager:

· From the Menu Toolbar, click Logout. 
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· Any window you are working in is closed and the Login window is displayed. 

· Click Cancel. 

· At the prompt, Do you want to close this window?, click Yes. 

Delegate Authority 

From the Setup menu, click Admin, click Delegate Authority. The Delegate Authority window is displayed.
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With the delegate authority feature, you can:

· Delegate your signature authority to another approving official.

· Delegate documents that already exist in your review list.

· Revoke your signature authority from another approving official.

EXAMPLE: If you know you will be out of the office, you can use this function to assign signature authority to a coworker who will review and sign documents in your place. When you return to the office, you can revoke signature authority from your coworker or keep it intact.

To delegate your signature authority,

· In the Delegate Authority window, there are two ways to select a user:

1. Type the first few letters of the user name in the Name field (first name, last name) and click Search. The user is displayed in the Name field.

2. Click List All to view all possible delegatees.
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· In the Delegate Authority area, click person's name to whom you wish to delegate signature authority. The Signature window is displayed. 
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Note: If the person you have selected has a different permission level than you, the following message is displayed in the Signature window, "Name has permission level #, which is different from your permission level. Consider the difference in permission-levels prior to delegating authority." If you save authority delegation, you can still delegate your signature authority. However, the person may not have access to certain functions. To cancel, click Close (without Delegating).

· In the Signature PIN field, type your electronic signature. 

· Click Delegate Authority for All Documents Currently Waiting for Delegator. 

· Click Save (Authority Delegation).

1. If you do not have documents already waiting in your review list, a message is displayed. At the prompt, "No documents in the routing list that need to be delegated were found", click OK.

2. If you have documents already waiting to be signed in your review list, the Delegate Authority Results window is displayed. Each field is described below: 
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· Result—The result is displayed as Delegated for delegated documents or Edit-Locked for locked documents. Edit-locked means signature authority was not delegated for this document because the document is locked. 

· Doc Type—The document type: authorization, voucher, or local voucher.

· Doc Name—The name of the document.

· Traveler—The name of the traveler on the document.

· After reviewing this window, click Close.

· Click on the List Current Authority button to view. The names are displayed under the Delegate Authority section.
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· To exit the Delegate Authority window, click Close in the Toolbar menu at the top.
Chapter 10
Returned Documents
Travel documents are audited at each step as it moves through Travel Manager, the General Ledger (GL) and Accounts Payable (AP). When a document fails an audit as it moves to either GL or AP the document will be returned to be corrected.

Documents are returned to the person who initiated the routing. Authorizations can be submitted by travelers or travel arrangers. Vouchers can only be submitted by travelers.

Returned documents must go back through the approval process. Documents that are not corrected and rerouted will not be paid.

A document can be corrected or edited at any point in the routing list but once it has been approved the document must be returned. It will then need to be copied in order to make changes.

Correcting a Returned Document

Returned documents have a status of Returned in the Status column. In order for these documents to be processed through the system corrections to the documents are required.
· Login to Travel Manager
· Choose copy document from the left hand menu.
· Choose your name from the Traveler Listing.
· Choose the document to be corrected.
· Enter a new document name and copy the document into a new document giving it a new name (such as adding a "C" to the end of the document name).
· Click the Overwrite Existing check box.
· Click Save.
· When the Copy Document screen appears, click Close.
· From the left hand menu choose Open Existing Document.
· Choose your name from the Traveler Listing and then choose the new document you have just created.
· Choose Perform Pre-Audits from the left hand menu to determine the error and make the necessary corrections
· After making corrections choose Perform Pre-Audits to verify you have corrected all errors.
· From either the Document Summary or Document Status screen sign and reroute the document.

Appendix A

Sample Travel Manager Forms

Example forms included in this appendix are:

· Authorization

· Voucher

· Local Voucher

Appendix B

Additional Resources

ASD Travel Services web site: http://travel.lbl.gov/
Travel Manager web page: http://travel.lbl.gov/TravelManager/
E-Mail Address: TravelHotLine@lbl.gov
Telephone Line: x4500
Frequently Asked Questions

Q.
What is the protocol for the signature PIN?

A.
The PIN is at least 8 characters long and contains at least one number or at least one alpha character and is case-sensitive.

Q
Is it necessary to fill-in every field?

A.
Travel Manager required fields are designated with a symbol ([image: image98.png]


). LBNL also requires that you complete the Purpose and Type fields on the Itinerary screen.

Q.
What do I do with my receipts?

A.
Send receipts to Travel Services MS 937-500 along with printed receipt list. A receipt checklist is available as the last page of the printed voucher document (see Appendix A)

Q.
What if there is no per diem listed for my location?

A.
You must use the standard CONUS rate.

Q.
When will I see my airline ticket purchase in Travel Manager?

A.
Airline ticket information is updated each Friday for the prior week’s ticket purchases.

Q.
Can I make changes to my document after I have ended it?

A.
After a document has been signed you can do an Adjustment.

Q.
Can the administrative person also receive e-mail notification from Travel Manager?

A.
No, only the traveler will receive e-mail notices regarding document status and only the approver receives notice of a document awaiting their signature.

Q.
What if the traveler does not have a LBNL e-mail address?

A.
The traveler must obtain a LBNL address which can be set up to forward e-mail to their existing address.

Q.
How do I prepare documents for a guest that does not have a LBNL employee ID?

A.
Contact Travel Services to obtain a guest ID number for Travel Manager (see Chapter 7).

Q.
How do I adjust per diem when meals are provided at a conference?

A.
On the Lodging/M&IE screen click on the pencil icon to adjust specific meals.

Q.
What if the hotel exceeds the Conus rate and fails the audit?

A.
Justification comments must be provided in order for approval to be considered. The audit will continue to fail but will proceed if comments are entered.
Q.
How do I reimburse the Lab for expenses that have been paid by another entity?

A.
Make a check payable to the “UC Regents”. Put the TA (Travel Authorization) number, and Project ID number on the check and mail it to ASD Travel Services, Mail Stop 937-500.

Q.
What if my approver is unavailable and my document doesn't continue routing?

A.
Contact Travel Services to have your document re-routed to another approver.

Q.
Why do I receive multiple approval notices for my foreign trip authorization?

A.
You receive an e-mail from Travel Manager which indicates your TA has been approved by your division and has been entered into the accounting system. You may purchase airline tickets when this approval notice is received. If you are traveling on DOE funds you will also receive an e-mail notice from the DOE Foreign Travel Management System (FTMS) indicating DOE approval for your trip. (You may not travel on DOE funds until this approval is received.) You will also receive a notice of approval from the Travel Office containing travel advisories and trip report requirements.

Q.
How do I get an advance?

A.
Please send email to TravelHotLine@lbl.gov with your request.
Q.
How do I pay a hotel that was direct-billed?
A.
Third party or vendor payments such as registration fees are done by the Travel Office. Please send an e-mail to TravelHotLine@lbl.gove with your request.

Appendix C

Direct Deposit or Automatic Charge Card Payment

Direct Deposit

Your travel reimbursement can be automatically deposited to your bank account by filling out the Payroll Earnings/Travel Settlement Authorization form. You can find this form on the web at http://www.lbl.gov/Workplace/HumanResources/forms/payroll.html. A copy of the form follows.
Charge Card Reimbursement

You may also choose to have your travel reimbursement paid to your Laboratory-issued US Bank charge card. 
Appendix D

Foreign Travel Information

The following information should be entered on the “Itinerary” screen:

DESCRIPTION FIELD (Located in “Trip Information” section):

For each itinerary provide details about the activities to be conducted. Include information on subject matter to be discussed on collaborations, titles or subject matter on presentations, papers, posters, etc.

If travel is for a formal Conference, Symposium, or Workshop, enter the official name of conference, workshop, etc. and provide URL address if applicable.

If DOE funded (salary and/or expenses), enter names and organizations of other personnel with whom the traveler is traveling as a team member.

REMINDER:  Always enter city where business will be conducted or where the conference will be held, not the airport city.

COMMENTS AREA (Located in “Departure and Return Information” section):
Enter the benefits of this trip to the Laboratory, program or project, DOE or traveler. Benefits should justify the need to travel.

Enter the host contact name and day phone number, including the country and city codes, and the name of facility to be visited for each itinerary.

If DOE funded (salary and/or expenses), enter the after hours point of contact name/hotel and telephone numbers during the traveler's stay for each itinerary.

If the employee’s salary will not be charged to the same project ID, identify the project ID that will be charged. For non-DOE funded travel, or travel expenses paid by the host, enter the project ID that will be used for salary.

If another institution is paying for some/all of costs, enter the name of the institution and the amount.[image: image99.bmp][image: image100.bmp][image: image101.bmp][image: image102.bmp][image: image103.png]



The Document toolbar allows you to perform menu functions specifically designed for building and updating documents. These functions include creating, opening, reviewing, deleting, and copying traveler documents.
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The Document toolbar allows you to perform menu functions specifically designed for building and updating documents. These functions include creating, opening, reviewing, deleting, copying and importing traveler documents.
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( In IE you will see a certificate screen before the login screen. Click okay to accept. To prevent the certificate screen from appearing go to � HYPERLINK "http://lanops/root_ca/index.html" ��http://lanops/root_ca/index.html� and follow the instructions.


* Instructions for completing guest travel are in Chapter 7. 


� Information in the Depart Selection and Return Selection can be added by Travel Services (x4500) so that it is available whenever an authorization is created. See Chapter 6 for additional information.


� See Footnote 1
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