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-To begin preparing a local voucher, select “L” from the Main Menu screen shown above.

-Press ENTER
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-In the Action Code field, type in the letter “G”.

-Press ENTER
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-Type in the traveler’s 3 digit TMS user id at the blinking cursor in the box indicated on the screen.

-Press ENTER
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-Notice how the travelers history is now displayed on the screen.

-Type the letter “A” in the Action Code for adding a Local Voucher.

-Press ENTER
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-Type a number from 1 to 7 in the Action Code field to describe the type of travel.

-Press ENTER
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-The screen only holds 10 object class codes at one time.

-Other Object Codes can be seen by pressing ENTER while the cursor is in the ENTER SELECTION field.

-To make a selection, type  the number that is next to the object class codes in the Enter Selection: field and press ENTER.
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-If the above screen is the correct approval chain, continue by pressing ENTER.

-If you do not understand the Admin Code, contact your Administrative Office.
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-The Cursor is blinking at the (*).

-Press ENTER to get a list of valid options.
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-Type in the 3 digit code which best describes your mode of travel (for example, POV).

-Press ENTER
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-By selecting POV on the previous screen, the mileage rate is automatically inserted in the Mileage Rate field (0.310).

-Now fill in data as shown above.

-Note: By placing an asterisk (*) in the field titled CODE , a window will pop up for you to select the correct CODE for this Local Travel. In the example shown above the selection is an “A”.

-Press ENTER

-HELPFUL HINTS:

If you need more than 10 lines, enter “Y” at the prompt and press ENTER.

A local travel in TMS will only support 20 line items.
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-This is the screen you will explain what the traveler did while on local travel.

-Remember if you need to get to the next line to continue typing, DO NOT HIT THE ENTER KEY. USE the TAB KEY until you are finished.

-Press ENTER
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-You have now completed a Local Travel. 

-In the ENTER OPTION : field, type an “S” to submit the document for approvals. Type an “H” to place the local voucher on hold for future data.

-Press ENTER

