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Section 4:  Manage Authorizations after Submission for Review/Approval
[bookmark: _Toc31639924]

Background:



Additional Information:


Procedure

Welcome to Section 4 and the last section of the CGE Travel System Basic Functionality course.  This CBT course is mandatory for all users to complete prior to attending an Instructor Led Training session.  Additionally, users will not be granted access to the CGE Travel System until they have completed this CBT course.

This section should take approximately 60-90 Minutes to complete. 
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	Step
	

	1. [bookmark: T6_F4]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F6]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F8]
	Knowledge Check

On the Document Summary page, which tab is utilized to manage the Other Authorizations associated with an authorization?

Choose the correct answer by clicking on the applicable link.  
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	Step
	

	1. [bookmark: T6_F10]
	Knowledge Check

Which of the following Pre-Audit statuses will prohibit you from routing the authorization for review/approval?

Choose the correct answer by clicking on the applicable link.
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	Step
	

	1. [bookmark: T6_F12]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F14]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F16]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F2984]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F20]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F2968]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F24]
	Press [Enter].

	1. [bookmark: T6_F152]
	Scenario:  Two travelers are performing the same travel.  You have already created the authorization for the first traveler and you need to copy the authorization for the second traveler.
  
Upon completion of this process, you will:

     -  Be able to copy an authorization.

	1. [bookmark: T6_F163]
	First, select the traveler that the authorization was created for.

Note:  travelers that you have recently performed actions for can be selected by utilizing the You are administering travel for: dropdown button.

For this scenario, click the You are administering travel for dropdown button.
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	Step
	

	1. [bookmark: T6_F174]
	The list of travelers you have recently performed actions for is displayed.

For this scenario, click the RAMELLA, JOANNE list item.
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	1. [bookmark: T6_F185]
	Click the Authorizations tab.
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	Step
	

	1. [bookmark: T6_F196]
	

The View Authorizations page is displayed with a list of all authorizations for the selected traveler.

	1. [bookmark: T6_F207]
	Click the Copy document icon for the authorization to be copied.  

TANUM003HQ is the applicable TA Number for the traveler for which you created the first authorization.
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	Step
	

	1. [bookmark: T6_F218]
	

The Copy Authorization page is displayed.

Notice that in the Copy to Document section, a new TANUM has been assigned for the authorization being created.

	1. [bookmark: T6_F229]
	Next, select the traveler that you want to copy this authorization for.

First, double-click in the Traveler Name field.
[image: ]

	1. [bookmark: T6_F240]
	Enter the second traveler's name into the Traveler Name field. 

For this scenario, enter a valid value e.g. "Patel".

Remember, in these activities, you only need to type the first three letters.

	1. [bookmark: T6_F253]
	Click the Traveler Name Lookup icon (binoculars).
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	Step
	

	1. [bookmark: T6_F264]
	The Traveler Lookup page is displayed in a new window with a list of travelers meeting the search criteria entered.

Note:  the applicable traveler can be selected by clicking the link provided. 

For this activity, click the Patel, Shainan G link.
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	1. [bookmark: T6_F275]
	Click the Save Document button.
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	Step
	

	1. [bookmark: T6_F286]
	A confirmation message is displayed in a new window.

Click the OK button.
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	Step
	

	1. [bookmark: T6_F297]
	Congratulations!  You have successfully copied an authorization.
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	Step
	

	1. [bookmark: T6_F28]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F30]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F2980]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F2978]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F36]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F38]
	Press [Enter].

	1. [bookmark: T6_F310]
	Scenario:  You have created an authorization for a traveler.  That authorization has not yet been approved and you need to make an adjustment to that authorization.
  
Upon completion of this process, you will:

     -  Be able to perform an adjustment on an authorization that has not yet been approved.
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	Step
	

	1. [bookmark: T6_F321]
	Travelers that you have recently performed actions on can be selected utilizing the dropdown button provided in the You are administering travel for: section.

Click the You are administering travel for dropdown button.
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	Step
	

	1. [bookmark: T6_F332]
	Select the traveler by clicking on the applicable list item.

For this scenario, click the RAMELLA, JOANNE list item.
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	1. [bookmark: T6_F343]
	Click the Authorizations tab.
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	Step
	

	1. [bookmark: T6_F354]
	

The View Authorizations page is displayed with a list of all authorizations for the selected traveler.

	1. [bookmark: T6_F365]
	Click the Open document  icon for the authorization requiring the adjustment.

Note:  only authorizations with a status of "SIGNED" are eligible to be adjusted.  Approved authorizations would need to be amended.   
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	Step
	

	1. [bookmark: T6_F376]
	Click the Edit Document button.

Note:  clicking the Edit Document button will remove this authorization from the routing list.  Once the adjustment is completed, the authorization will be stamped and routed again.
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	Step
	

	1. [bookmark: T6_F387]
	

The Document Summary page is displayed.

	1. [bookmark: T6_F398]
	For this activity, two additional expenses need to be added to the authorization to reimburse the traveler for the POV mileage to and from the airport and the parking fees at the airport.

Click the tab utilized to manage expenses.
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	Step
	

	1. [bookmark: T6_F409]
	The Expenses page is displayed.

Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T6_F420]
	Select the POV - Auto list item by clicking on it.
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	Step
	

	1. [bookmark: T6_F431]
	Click in the Quantity field.
[image: ]

	1. [bookmark: T6_F442]
	Enter the total estimate POV miles into the Quantity field.
 
For this scenario, enter "60".

	1. [bookmark: T6_F455]
	Press the Tab key.
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	Step
	

	1. [bookmark: T6_F466]
	

The cost amount is calculated based on the Quantity and Rate amounts.

	1. [bookmark: T6_F477]
	Click the Show Other Details link in order to enter comments for this expense.
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	Step
	

	1. [bookmark: T6_F488]
	Click in the Comments field.
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	1. [bookmark: T6_F499]
	Enter the applicable comments into the Comments field. 

Enter "Round trip POV mileage from traveler's residence to BWI airport.".

	1. [bookmark: T6_F512]
	Click the Save button.
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	1. [bookmark: T6_F523]
	Click the Add Expense button in order to add the parking fees expense.
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	Step
	

	1. [bookmark: T6_F538]
	Click the Expense Date Calendar icon.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T6_F549]
	Select the expense date by clicking on the applicable date link.

Click the November, 14, 2014 date link.
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	Step
	

	1. [bookmark: T6_F560]
	Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T6_F571]
	Select the Parking Fees list item by clicking on it.
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	Step
	

	1. [bookmark: T6_F582]
	Click in the Cost field.
[image: ]

	1. [bookmark: T6_F593]
	Enter the known or estimated cost amount into the Cost field. 

For this scenario, enter "75.00".

	1. [bookmark: T6_F606]
	Click the Show Other Details link in order to enter comments for this expense.
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	Step
	

	1. [bookmark: T6_F617]
	Click in the Comments field.
[image: ]

	1. [bookmark: T6_F628]
	Enter the applicable comments into the Comments field. 

Enter "Parking fees for BWI airport.".

	1. [bookmark: T6_F641]
	Click the Save button.

	1. [bookmark: T6_F2975]
	

Note:  when adjustments are made to an authorization with an advance associated with it, the advance allowed amount may change.  Users need to remove the advance currently associated with the authorization and then re-add the advance in order to get an accurate advance amount for the traveler. 

	1. [bookmark: T6_F652]
	Click the Confirmation tab in order to stamp and route the authorization for review/approval.
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	Step
	

	1. [bookmark: T6_F663]
	The Status for TRIP page is displayed.

Click the Status to Apply dropdown button.
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	Step
	

	1. [bookmark: T6_F674]
	Select the SIGNED list item by clicking on it.
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	1. [bookmark: T6_F685]
	Click the Stamp and Submit Document button.
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	Step
	

	1. [bookmark: T6_F696]
	

The Pre-Audits are displayed.

For this activity, all of the Pre-Audits passed.

	1. [bookmark: T6_F707]
	Click the Continue Stamping the Document button.
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	Step
	

	1. [bookmark: T6_F718]
	

The Dynamic Routing for TRIP..... section is displayed.

The Routing List section is populated based on the routing list in the traveler's profile.

	1. [bookmark: T6_F729]
	Click the Edit icon in order to select an individual for the AO Reviewer role.
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	Step
	

	1. [bookmark: T6_F740]
	The Select Routing Recipient for AO Reviewer page is displayed

For this scenario, click the Select This Signature button for Lily Martin.
[image: ]

	1. [bookmark: T6_F751]
	Click the Select Signature(s) for Entry button.
[image: ]
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	Step
	

	1. [bookmark: T6_F762]
	

The Dynamic Routing page is re-displayed.

	1. [bookmark: T6_F773]
	Click the Continue Stamping & Dynamic Routing button.
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	Step
	

	1. [bookmark: T6_F784]
	The funds check is completed and the EAI External Funds Checking page is displayed.

Click the Close Funding button.
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	Step
	

	1. [bookmark: T6_F795]
	Click the Close Post Stamping Document Closure Screen button.
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	Step
	

	1. [bookmark: T6_F810]
	

The View Authorizations page is displayed.

Notice that the authorization is now in a status of "SIGNED" and has been re-routed for review/approval.

	1. [bookmark: T6_F821]
	Click the Home tab.
[image: ]
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	Step
	

	1. [bookmark: T6_F832]
	Congratulations!  You have successfully performed an adjustment on an authorization and then re-submitted it for review/approval.
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	Step
	

	1. [bookmark: T6_F42]
	Press [Enter].

	1. [bookmark: T6_F843]
	Scenario:  You have created an authorization for a traveler.  That authorization has been approved and you need to make an amendment in order to add an advance for the traveler to that authorization.
  
Upon completion of this process, you will:

     -  Be able to perform an amendment on an authorization that has been approved.
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	Step
	

	1. [bookmark: T6_F854]
	Travelers that you have recently performed actions on can be selected utilizing the dropdown button provided in the You are administering travel for: section.

Click the You are administering travel for dropdown button.
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	Step
	

	1. [bookmark: T6_F865]
	Select the traveler by clicking on the applicable list item.

For this scenario, click the Patel, Shainan G. list item.
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	1. [bookmark: T6_F876]
	Click the Authorizations tab.
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	Step
	

	1. [bookmark: T6_F887]
	

The View Authorizations page is displayed with a list of all authorizations for the selected traveler.

	1. [bookmark: T6_F898]
	Click the Amend document  icon for the authorization requiring the amendment.

Note:  authorizations with a status of "Posack Obligation" are eligible to be amended.  If an authorization has not yet been approved, you would need to process an adjustment on the authorization.
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	Step
	

	1. [bookmark: T6_F909]
	Click the Create New Amendment button.
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	Step
	

	1. [bookmark: T6_F920]
	The Document Information page is displayed.

Click the Create Document button.
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	Step
	

	1. [bookmark: T6_F931]
	The Document Summary page is displayed.

For this scenario, you need to add an advance for this traveler.

Click the tab utilized to manage advances.
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	Step
	

	1. [bookmark: T6_F942]
	The Advances for Trip page is displayed.

Click the Add Advances button.
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	Step
	

	1. [bookmark: T6_F953]
	

The Add Advance for TRIP..... section is displayed.

The traveler's name and Traveler Employee Identification Number (TID) populate automatically in the TID and Name fields.

Note:  the TID is the same as the traveler's NIH Employee Identification Number (EIN)

The Date field defaults to the current date.

	1. [bookmark: T6_F964]
	

The Type field automatically populates based on the traveler's profile.

The Amount field automatically populates with the advance amount and is calculated based on 60% of the authorization's traveler reimbursable expenses (non central billed (CBA) or individual billed (IBA) account payment methods).

	1. [bookmark: T6_F975]
	The Account Code is populated based on the account code set as the default for this authorization.

For this activity, the advance information is accurate.

Click the Save button.
[image: ]

	1. [bookmark: T6_F986]
	Click the Confirmation tab.
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	Step
	

	1. [bookmark: T6_F997]
	

The Status for TRIP page is displayed.

The required status of "SIGNED" is populated by default in the Status to Apply field.

	1. [bookmark: T6_F1008]
	Click the Stamp and Submit Document button.
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	Step
	

	1. [bookmark: T6_F1019]
	

The Pre-Audits are displayed.

	1. [bookmark: T6_F1030]
	For this activity, click the Justify Pre-Audit Results button.
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	Step
	

	1. [bookmark: T6_F1041]
	Click in the Justification field associated with the Advances Exist Pre-Audit.

	1. [bookmark: T6_F1052]
	Enter the justification remarks into the Clear Justification field. 

Enter "Traveler has been authorized an advance.".

	1. [bookmark: T6_F1065]
	Click the Save Justification button.
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	Step
	

	1. [bookmark: T6_F1076]
	Click the Continue Stamping the Document button.
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	Step
	

	1. [bookmark: T6_F1087]
	

The Dynamic Routing for TRIP..... section is displayed.

The Routing List section is populated based on the routing list in the traveler's profile.

	1. [bookmark: T6_F1098]
	Click the Edit icon in order to select an individual for the AO Reviewer role.
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	Step
	

	1. [bookmark: T6_F1109]
	The Select Routing Recipient for AO Reviewer page is displayed

For this activity, click the Select This Signature icon for Lily Martin.
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	1. [bookmark: T6_F1120]
	Click the Select Signature(s) for Entry button.
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	Step
	

	1. [bookmark: T6_F1131]
	

The Dynamic Routing page is re-displayed.

	1. [bookmark: T6_F1142]
	Click the Continue Stamping & Dynamic Routing button.
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	Step
	

	1. [bookmark: T6_F1153]
	The funds check is completed and the EAI External Funds Checking page is displayed.

Click the Close Funding button.
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	Step
	

	1. [bookmark: T6_F1164]
	Click the Close Post Stamping Document Closure Screen button.
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	Step
	

	1. [bookmark: T6_F1175]
	

The View Authorizations page is displayed.

Notice that the authorization is now in a status of "SIGNED" and has been routed for review/approval again.

	1. [bookmark: T6_F1186]
	Click the Home tab.
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	Step
	

	1. [bookmark: T6_F1197]
	Congratulations!  You have successfully performed an amendment on an authorization and then submitted it to be reviewed/approved again.


[image: ]

	Step
	

	1. [bookmark: T6_F2987]
	Knowledge Check

Which of the following conditions will require you to amend an approved authorization?

Choose the correct answer by clicking on the applicable link.
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	Step
	

	1. [bookmark: T6_F48]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F50]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F2990]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T6_F54]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T6_F2992]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T6_F2994]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T6_F58]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T6_F2999]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T6_F3001]
	Press [Enter].

	1. [bookmark: T6_F3014]
	Press [Enter].


[image: ]

	Step
	

	1. [bookmark: T6_F66]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F68]
	Press [Enter].

	1. [bookmark: T6_F1210]
	Scenario:  A traveler has returned from a trip and provided all required receipts and supporting documentation.  You need to create and submit a final voucher for that traveler.
  
Upon completion of this process, you will:

     -  Be able to create a final voucher for a traveler.
     -  Be able to make edits as required to the estimated expenses on an authorization.
     -  Be able to stamp and route a final voucher for review/approval.

	1. [bookmark: T6_F1221]
	Travelers that you have recently performed actions on can be selected utilizing the dropdown button provided in the You are administering travel for: section.

Click the You are administering travel for dropdown button.
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	Step
	

	1. [bookmark: T6_F1232]
	Select the traveler by clicking on the applicable list item.

For this scenario, click the SINGLETON, CHARLES (Director) list item.
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	Step
	

	1. [bookmark: T6_F1243]
	Vouchers are created and managed utilizing the Vouchers tab.

Click the Vouchers tab.
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	Step
	

	1. [bookmark: T6_F1254]
	

The View Vouchers page is displayed with a list of all vouchers for the selected traveler.

	1. [bookmark: T6_F1265]
	You need to create a new voucher for this traveler.

Click the New Voucher sub tab.
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	Step
	

	1. [bookmark: T6_F1276]
	The New Voucher page is displayed.

Click the Document Type dropdown button.
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	Step
	

	1. [bookmark: T6_F1287]
	

A list of voucher types is displayed and available for selection.

     -  Local Voucher:  select this type of voucher in order to create a new local voucher for a traveler.  Remember, local vouchers are created but are not linked to an authorization.

     -  Pre Trip Vch From Auth:  select this type of voucher in order to create a pre-trip voucher for an authorization that has been created and approved.  Pre-trip vouchers are utilized to reimburse travelers for expenses that need to be paid in advance of the actual trip (registration fees, hotel reservation costs, etc.).

     Vch From Auth:  select this type of voucher to create a interim or final voucher for an authorization.

	1. [bookmark: T6_F1298]
	For this activity, you need to create a Final Voucher.

Click the Vch From Auth list item.
[image: ]

	1. [bookmark: T6_F1309]
	Click the Create Document button.
[image: ]


[image: ]

	Step
	

	1. [bookmark: T6_F1320]
	

The Document Search results are displayed below the New Voucher section.

All authorizations for the selected traveler that are eligible to be vouchered (authorization must be in a status of "Posack Obligation" meaning that the authorization has been approved and has successfully posted in the financial system) are displayed.

	1. [bookmark: T6_F1331]
	Click the Open Document  icon for the applicable authorization to be vouchered.

For this activity, you need to create a Final Voucher for TANUM003ND.
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	Step
	

	1. [bookmark: T6_F1342]
	The Document Information page is displayed.

Click the Create Document button.
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	Step
	

	1. [bookmark: T6_F1353]
	

The Document Summary page (General tab) is displayed.

Note:  users can attach supporting documentation and manage the expenses required as part of the vouchering process.

	1. [bookmark: T6_F1364]
	This activity assumes that you have already attached the applicable receipts and supporting documentation.

For this activity, based on the receipts provided by the traveler, you need to edit two estimated expenses that were added during the creation of the authorization and add a new expense for an unanticipated baggage fee paid by the traveler.

Click the Expenses tab.
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	Step
	

	1. [bookmark: T6_F1375]
	The Expenses for Voucher page is displayed.

First, correct the estimated amount to the total receipt amounts for the public transit expense added when the authorization was created.

Click the Edit Expense Item - Public Transit button.
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	Step
	

	1. [bookmark: T6_F1386]
	Click in the Cost field.
[image: ]

	1. [bookmark: T6_F1397]
	Enter the total public transit receipts amount into the Cost field. 

For this scenario, enter "79.85".

	1. [bookmark: T6_F1410]
	Click the Show Other Details link in order to update the comments for this expense.
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	Step
	

	1. [bookmark: T6_F1421]
	Click in the Comments field.
[image: ]

	1. [bookmark: T6_F1432]
	Enter the updated comments into the Comments field.

For this scenario, enter "Public transit costs in Raleigh.  Receipts attached.".

Note:  you also have the option to just add additional comments to the comments originally entered.

	1. [bookmark: T6_F1445]
	Click the Save button.

	1. [bookmark: T6_F1456]
	Next, update the estimated parking fees expense based on the receipt provided.

Click the small vertical scrollbar on the right side of the Expense List to scroll down and edit the parking fees expense.


[image: ]

	Step
	

	1. [bookmark: T6_F1467]
	Click the Edit Expense Item - Parking Fees icon.
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	Step
	

	1. [bookmark: T6_F1478]
	Click in the Cost field.
[image: ]

	1. [bookmark: T6_F1489]
	Enter the receipt cost into the Cost field. 

Enter "75.00".

	1. [bookmark: T6_F1502]
	Click the Show Other Details link in order to update the comments for this expense.
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	Step
	

	1. [bookmark: T6_F1513]
	Click in the Comments field.
[image: ]

	1. [bookmark: T6_F1524]
	Enter the updated comments into the Comments field.

For this scenario, enter "POV parking fees at BWI airport.  Receipt attached.".

	1. [bookmark: T6_F1537]
	Click the Save button.


[image: ]

	Step
	

	1. [bookmark: T6_F1548]
	Next, add the baggage fee expense.

Click the Add Expense button.
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	Step
	

	1. [bookmark: T6_F1559]
	The defaulted expense date is correct for this expense.

Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T6_F1570]
	Select the Baggage Fees list item by clicking on it.
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	Step
	

	1. [bookmark: T6_F1581]
	Click in the Cost field.
[image: ]

	1. [bookmark: T6_F1592]
	Enter the baggage fees cost amount into the Cost field.

Enter "25.00".

	1. [bookmark: T6_F1605]
	Click the Save button.

	1. [bookmark: T6_F1616]
	Next, view the updated totals information.

Click the Totals tab.
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	Step
	

	1. [bookmark: T6_F1627]
	

The Totals and Travel Advances page is displayed.

	1. [bookmark: T6_F1638]
	Click the vertical scrollbar to scroll down and continue reviewing the totals information.


[image: ]

	Step
	

	1. [bookmark: T6_F1649]
	Click the vertical scrollbar to scroll down and continue reviewing the totals information.


[image: ]

	Step
	

	1. [bookmark: T6_F1660]
	Click the Confirmation tab to stamp and route the voucher.
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	Step
	

	1. [bookmark: T6_F1671]
	The Status for TRIP page is displayed.

Click the Status to Apply dropdown button.
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	Step
	

	1. [bookmark: T6_F1682]
	Note:  after creation, vouchers must be stamped "VOUCHER PREPARED".  This will generate an email to the traveler with a link to eVoucher where they will certify the voucher.  Once the traveler certifies the voucher in eVoucher, the voucher will be routed in CGE to the AO Reviewer for review.

Select the VOUCHER PREPARED list item by clicking on it.
[image: ]

	1. [bookmark: T6_F1703]
	Click the Stamp and Submit Document button.
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	Step
	

	1. [bookmark: T6_F1714]
	

The Pre-Audits are displayed.

For this activity, all of the Pre-Audits passed.

	1. [bookmark: T6_F1725]
	Click the Continue Stamping the Document button.
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	Step
	

	1. [bookmark: T6_F1736]
	The funds check is completed and the EAI External Funds Checking page is displayed.

Click the Close Funding button.


[image: ]

	Step
	

	1. [bookmark: T6_F1747]
	Click the Close Post Stamping Document Closure Screen button.
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	Step
	

	1. [bookmark: T6_F1758]
	

The View Authorizations page is displayed.

Notice that the voucher is now in a status of "VOUCHER PREPARED".  

	1. [bookmark: T6_F1769]
	Click the Home tab.
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	Step
	

	1. [bookmark: T6_F1780]
	Congratulations!  You have successfully created, stamped, and routed a final voucher for a traveler.
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	Step
	

	1. [bookmark: T6_F72]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F3003]
	Knowledge Check

Scenario.  You need to add an expense to a voucher that has already been approved.  Which term applies to the type of Voucher you need to create?

Choose the correct answer by clicking on the applicable link.
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	Step
	

	1. [bookmark: T6_F74]
	Knowledge Check

Scenario.  You need to add an expense to a voucher that has already been approved.  Which term applies to the type of Voucher you need to create?

Choose the correct answer by clicking on the applicable link.


[image: ]

	Step
	

	1. [bookmark: T6_F76]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F78]
	Press [Enter].

	1. [bookmark: T6_F1791]
	Scenario:  You have completed a final voucher for a traveler.  However, the traveler has just provided you an additional receipt for toll costs incurred during the trip.  You need to create, stamp, and route a supplemental voucher for this traveler.
  
Upon completion of this process, you will:

     -  Be able to create a supplemental voucher for a traveler.
     -  Be able to stamp and route a supplemental voucher for review/approval.

	1. [bookmark: T6_F1802]
	Travelers that you have recently performed actions on can be selected utilizing the dropdown button provided in the You are administering travel for: section.

Click the You are administering travel for dropdown button.
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	Step
	

	1. [bookmark: T6_F1813]
	Select the traveler by clicking on the applicable list item.

For this scenario, click the SINGLETON, CHARLES (Director) list item.
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	1. [bookmark: T6_F1824]
	Vouchers are created and managed utilizing the Vouchers tab.

Click the Vouchers tab.
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	Step
	

	1. [bookmark: T6_F1835]
	

The View Vouchers page is displayed with a list of all vouchers for the selected traveler.

	1. [bookmark: T6_F1846]
	Click the Amend document  icon for the voucher you need to create a supplemental voucher for.

Note:  only vouchers with a status of "Paid" are eligible to be amended.  
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	Step
	

	1. [bookmark: T6_F1857]
	The Amendment for Voucher page is displayed.

Click the Create New Amendment button.
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	Step
	

	1. [bookmark: T6_F1868]
	The Document Information page is displayed.

Click the Create Document button.
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	Step
	

	1. [bookmark: T6_F1879]
	

The Document Summary page (General tab) is displayed.

Note:  users can attach supporting documentation and manage the expenses required as part of the vouchering process.

	1. [bookmark: T6_F1890]
	This simulation assumes that you have already attached the applicable receipts and supporting documentation.

For this activity, you need to add an expense to reimburse the traveler for the toll fee expenses incurred during the trip.

Click the Expenses tab.
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	Step
	

	1. [bookmark: T6_F1901]
	The Add Expense Details section is displayed on the right side of the page by default.

The defaulted expense date is correct for this expense.

Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T6_F1912]
	Select the Toll list item by clicking on it.
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[image: ]

	Step
	

	1. [bookmark: T6_F1923]
	Click in the Cost field.
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	1. [bookmark: T6_F1934]
	Enter the toll fee amount into the Cost field.

Enter "8.50".

	1. [bookmark: T6_F1949]
	Click the Show Other Details link in order to enter comments for this expense.
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	Step
	

	1. [bookmark: T6_F1960]
	Click in the Comments field.
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	1. [bookmark: T6_F1971]
	Enter the applicable comments into the Comments field. 

For this scenario, enter "Tolls paid on POV trip to and from BWI airport.".

	1. [bookmark: T6_F1984]
	Click the Save button.
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	Step
	

	1. [bookmark: T6_F1995]
	Next, view the updated totals information.

Click the Totals tab.
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	Step
	

	1. [bookmark: T6_F2006]
	

The Totals and Travel Advances page is displayed.

	1. [bookmark: T6_F2017]
	Click the vertical scrollbar to scroll down and continue reviewing the totals information.
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	Step
	

	1. [bookmark: T6_F2028]
	Click the vertical scrollbar to scroll down and continue reviewing the totals information.
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	Step
	

	1. [bookmark: T6_F2039]
	Click the vertical scrollbar to scroll down and continue reviewing the totals information.
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	Step
	

	1. [bookmark: T6_F2050]
	Click the Confirmation tab to stamp and route the voucher.
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	Step
	

	1. [bookmark: T6_F2061]
	The Status for TRIP page is displayed.

Click the Status to Apply dropdown button.
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	Step
	

	1. [bookmark: T6_F2072]
	Note:  after creation, vouchers must be stamped "VOUCHER PREPARED".  This will generate an email to the traveler with a link to eVoucher where they will certify the voucher.  Once the traveler certifies the voucher in eVoucher, the voucher will be routed in CGE to the AO Reviewer for review.

Select the VOUCHER PREPARED list item by clicking on it.
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	1. [bookmark: T6_F2083]
	Click in the Remarks field.
[image: ]

	1. [bookmark: T6_F2094]
	For this scenario, enter the applicable comments into the Remarks field. 

Enter "Supplemental voucher to add toll expense incurred by traveler.".

	1. [bookmark: T6_F2107]
	Click the Stamp and Submit Document button.
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	Step
	

	1. [bookmark: T6_F2118]
	

The Pre-Audits are displayed.

For this activity, all of the Pre-Audits passed.

	1. [bookmark: T6_F2129]
	Click the Continue Stamping the Document button.
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	Step
	

	1. [bookmark: T6_F2140]
	The funds check is completed and the EAI External Funds Checking page is displayed.

Click the Close Funding button.
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	Step
	

	1. [bookmark: T6_F2151]
	Click the Close Post Stamping Document Closure Screen button.
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	Step
	

	1. [bookmark: T6_F2162]
	

The View Authorizations page is displayed.

Notice that the voucher is now in a status of "VOUCHER PREPARED". 

	1. [bookmark: T6_F2173]
	Click the Home tab.
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	Step
	

	1. [bookmark: T6_F2184]
	Congratulations!  You have successfully created, stamped, and routed a supplemental voucher for a traveler.
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	Step
	

	1. [bookmark: T6_F82]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F84]
	Press [Enter].

	1. [bookmark: T6_F2199]
	Scenario:  A traveler has provided receipts to you for some expenses incurred while traveling in the local commuting area.
  
Upon completion of this process, you will:

     -  Be able to create a local voucher for a traveler.
     -  Be able to stamp and route a local voucher for review/approval.

	1. [bookmark: T6_F2210]
	Travelers that you have recently performed actions on can be selected utilizing the dropdown button provided in the You are administering travel for: section.

Click the You are administering travel for dropdown button.
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	Step
	

	1. [bookmark: T6_F2221]
	Select the traveler by clicking on the applicable list item.

For this scenario, click the FRANTZ, BRIAN N. list item.
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	Step
	

	1. [bookmark: T6_F2232]
	Vouchers are created and managed utilizing the Vouchers tab.

Click the Vouchers tab.
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	Step
	

	1. [bookmark: T6_F2243]
	

The View Vouchers page is displayed with a list of all vouchers for the selected traveler.

	1. [bookmark: T6_F2254]
	You need to create a new voucher for this traveler.

Click the New Voucher sub tab.
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	Step
	

	1. [bookmark: T6_F2265]
	The New Voucher page is displayed.

Click the Document Type dropdown button.
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[image: ]

	Step
	

	1. [bookmark: T6_F2278]
	

A list of voucher types is displayed and available for selection.

     -  Local Voucher:  select this type of voucher in order to create a new local voucher for a traveler.  Remember, local vouchers are created but are not linked to an authorization.

     -  Pre Trip Vch From Auth:  select this type of voucher in order to create a pre-trip interim voucher for an authorization that has been created and approved.  Pre-trip vouchers are utilized to reimburse travelers for expenses that need to be paid in advance of the actual trip (registration fees, hotel reservation costs, etc.).

     Vch From Auth:  select this type of voucher to create a interim or final voucher for an authorization.

	1. [bookmark: T6_F2289]
	For this scenario, you need to create a Local Voucher.

Click the Local Voucher list item.
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	Step
	

	1. [bookmark: T6_F2300]
	Click the Create Document button.
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	Step
	

	1. [bookmark: T6_F2311]
	Click in the Document Detail field to enter remarks pertaining to this Local Voucher.

	1. [bookmark: T6_F2322]
	Enter the applicable remarks into the Document Detail field. 

For this scenario, enter "Traveler conducted a site visit in Baltimore.".

	1. [bookmark: T6_F2335]
	Click the Create Document button.
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	Step
	

	1. [bookmark: T6_F2346]
	This simulation assumes that you have already attached the applicable receipts and supporting documentation.

For this activity, based on the receipts provided by the traveler, you need to add three POV travel related expenses incurred by this traveler.

Click the Expenses tab.
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	Step
	

	1. [bookmark: T6_F2357]
	Click the Expense Date Calendar icon.
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	Step
	

	1. [bookmark: T6_F2368]
	The calendar is displayed in a new window.

For this scenario, click the September 16, 2014 date link.
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	Step
	

	1. [bookmark: T6_F2379]
	Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T6_F2390]
	Select the POV - Auto list item by clicking on it.
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	1. [bookmark: T6_F2401]
	Click in the Quantity field.
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	1. [bookmark: T6_F2412]
	Enter the total POV mileage into the Quantity field. 

Enter "46".

	1. [bookmark: T6_F2425]
	Press [Tab].
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	Step
	

	1. [bookmark: T6_F2436]
	

The cost amount is automatically calculated based on the Quantity and Rate amounts.

	1. [bookmark: T6_F2447]
	Click the Show Other Details link in order to enter comments for this expense.
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	Step
	

	1. [bookmark: T6_F2462]
	Click in the Comments field.
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	1. [bookmark: T6_F2473]
	Enter the applicable comments into the Comments field. 

Enter "Round trip POV mileage.".

	1. [bookmark: T6_F2486]
	Click the Save button.
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	Step
	

	1. [bookmark: T6_F2497]
	Next, you need to add a parking fee expense.

Click the Add Expense button.
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	Step
	

	1. [bookmark: T6_F2508]
	Click the Expense Date Calendar icon.
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	Step
	

	1. [bookmark: T6_F2519]
	The calendar is displayed in a new window.

For this scenario, click the September 16, 2014 date link.
[image: ]
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	Step
	

	1. [bookmark: T6_F2530]
	Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T6_F2541]
	Select the Parking Fees list item by clicking on it.
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	Step
	

	1. [bookmark: T6_F2552]
	Click in the Cost field.
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	1. [bookmark: T6_F2563]
	Enter the parking fee cost amount into the Cost field.

Enter "13.50".

	1. [bookmark: T6_F2576]
	Click the Save button.
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	Step
	

	1. [bookmark: T6_F2587]
	Last, you need to enter a tolls expense for the traveler.

Click the Add Expense button.
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	1. [bookmark: T6_F2598]
	Click the Expense Date Calendar icon.
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	Step
	

	1. [bookmark: T6_F2609]
	The calendar displays in a new window,

For this expense, click the September 16, 2014 date link.
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	Step
	

	1. [bookmark: T6_F2620]
	Click the Expense Description dropdown button.
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	Step
	

	1. [bookmark: T6_F2631]
	Select the Toll list item by clicking on it.
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	1. [bookmark: T6_F2642]
	Click in the Cost field.
[image: ]

	1. [bookmark: T6_F2653]
	Enter the total tolls amount into the Cost field. 

Enter "8.50".

	1. [bookmark: T6_F2666]
	Click the Save button.
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	Step
	

	1. [bookmark: T6_F2677]
	Click the Accounting tab in order to add the applicable LOA to this voucher.
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	Step
	

	1. [bookmark: T6_F2688]
	Click the Add New Account Code button.
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	Step
	

	1. [bookmark: T6_F2699]
	Click in the Label field.
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	1. [bookmark: T6_F2710]
	Enter the applicable label information into the Label field. 

Enter "Local".

	1. [bookmark: T6_F2723]
	For this activity, perform the search by Project Name (CAN).

Click in the Project Name (CAN) field.
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	1. [bookmark: T6_F2734]
	Enter the applicable Project Name (CAN) into the Project Name (CAN) field. 

Enter "8390863".

	1. [bookmark: T6_F2747]
	Click the Project Name (CAN) Search icon (binoculars).
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	Step
	

	1. [bookmark: T6_F2758]
	The Project Number and Fund Type fields are automatically populated based on the Project Name (CAN) entered.

Click the vertical scrollbar to scroll down and finish entering the LOA information.
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	Step
	

	1. [bookmark: T6_F2769]
	Click the Object Class Code dropdown button.
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	Step
	

	1. [bookmark: T6_F2780]
	For this activity, select the 2111 PROGRAM-DOMESTIC - DOMESTIC SITE VISIT list item by clicking on it.

	1. [bookmark: T6_F2791]
	Click the Add to Document button.
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	Step
	

	1. [bookmark: T6_F2812]
	Click the Totals tab.
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	Step
	

	1. [bookmark: T6_F2823]
	Click the vertical scrollbar to scroll down and continue reviewing the totals information.
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	Step
	

	1. [bookmark: T6_F2834]
	Click the vertical scrollbar to scroll down and continue reviewing the totals information.
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	Step
	

	1. [bookmark: T6_F2845]
	Click the Confirmation tab to stamp and route the voucher.
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	Step
	

	1. [bookmark: T6_F2856]
	The Status for TRIP page is displayed.

Click the Status to Apply dropdown button.
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	Step
	

	1. [bookmark: T6_F2867]
	Note:  after creation, vouchers must be stamped "VOUCHER PREPARED".  This will route the voucher to eVoucher and the traveler will receive an email with a link to eVoucher where they will certify the voucher.  Once the traveler certifies the voucher in eVoucher, the voucher will be routed in CGE to the AO Reviewer for review.

Select the VOUCHER PREPARED list item by clicking on it.
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	1. [bookmark: T6_F2878]
	Click the Stamp and Submit Document button.
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	Step
	

	1. [bookmark: T6_F2889]
	

The Pre-Audits are displayed.

For this scenario, all of the Pre-Audits passed.

	1. [bookmark: T6_F2900]
	Click the Continue Stamping the Document button.
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	Step
	

	1. [bookmark: T6_F2911]
	The funds check is completed and the EAI External Funds Checking page is displayed.

Click the Close Funding button.
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	Step
	

	1. [bookmark: T6_F2922]
	Click the Close Post Stamping Document Closure Screen button.
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	Step
	

	1. [bookmark: T6_F2933]
	
The View Authorizations page is displayed.

Notice that the voucher is now in a status of "VOUCHER PREPARED". 

	1. [bookmark: T6_F2944]
	Click the Home tab.
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	Step
	

	1. [bookmark: T6_F2955]
	Congratulations!  You have successfully created, stamped, and routed a local voucher for a traveler.
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	Step
	

	1. [bookmark: T6_F90]
	Knowledge Check

After creation, what status must be applied to a Voucher in order to generate an email to the traveler with a link to where they can review and certify it (eVoucher)?

Choose the correct answer by clicking on the applicable link.
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	Step
	

	1. [bookmark: T6_F92]
	Great answer!  Try one more.

Knowledge Check

True or False.  Authorizations do not need to match the Voucher.

Choose the correct answer by clicking on the applicable link.
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	1. [bookmark: T6_F2972]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F96]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F98]
	Press [Enter].
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	Step
	

	1. [bookmark: T6_F3]
	Congratulations!  You have completed the CGE Basic Functionality course. 

IMPORTANT INSTRUCTIONAL NOTE 

Once you click the enter key to finish this course, select and then close any of the other three already completed topics.  You should then see the small box next to the Section 4 topic shaded in indicating that the section has been marked complete.  All of the sections should now be marked complete.  You will then be able to see the course as completed in your Transcripts section.
End of Procedure.
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Excellent memory! Now, let's move forward
and take a quick look at the processes we will
be addressing in this section of the course.
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- An authorization must be created for one traveler and
then that authorization can be copied for the additional
travelers.
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Excellent! You certainly did your part. But, it
looks like that traveler ls Dack vilin ney
receipts for tolls that they paid. The Final
Voucher you created earlier has already been
approved. Therefore, you need to go in and
amend that Final Voucher. Do you remember
vhat that voucher ls called?
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Correct! Good luck in the activity. Again, all of
the required information is provided in the
activity.
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Copy an Authorization (2)

The following authorization components will be
copied:

- The itinerary including dates, trip type, trip purpose, and
TDY locations

- Expenses

- Accounting Codes (LOAs)

- Other Authorizations

- Sponsors (For Sponsored Travel)
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Great job! The proper use of that copy
authorization functionality can really save you a
lot of time. Next, let’s discuss how you will go
about making changes to authorizations that
have already been stamped and routed for
review/approval.
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Adjustments/Amendments (1)

General Information:

- The process utilized for modifying an authorization that has
already been stamped and routed in CGE depends on the
current status of the authorization.

- Authorizations that have not yet been approved (status of SIGNED
or REVIEWED for example) must be adjusted. Performing an
adjustment will remove the document from the dynamic routing
process in CGE. Once complete, the document will need to be
stamped and routed for review/approval again.

- Authorizations that have been approved (status of Posack
Obligation for example) must be amended. Once complete, the
document will need to be stamped and routed for review/approval
again.
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Adjustments/Amendments (2)

Amendments:

- An authorization is an estimate of trip expenses. Your
authorization does not need to match your voucher.
Therefore, you can make most changes during the
voucher process. Amendments must be performed
when:

- Making changes to the itinerary (changing trip dates,
changing TDY location dates, adding/removing TDY
locations).

- When the cost of the trip is 25% or more above the original
approved authorization.

- When changing online reservations.
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Lucy, Joanne is going to be
driving and parking her POV
at the airport for her trip to
Chicago. Did you add the
expenses to cover that?

No. I actually
didn't. I will go
ahead and modify
the authorization
now.
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