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Travel Voucher Submission





-Select  V for Voucher Submission





-Press ENTER
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-Type A to begin the voucher submission processing


-Press Enter
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-Listed are all of the approved travel orders.

-Place the cursor next to the travel order number by using the up/down keys.

-Press ENTER
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-This is the screen when you can amend the travel order prior to doing the voucher.

-If you do not wish to make amendments to the original travel order please press ENTER to continue with the voucher submission process.
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-Enter the nightly lodging cost in the “Amount Field”.

-Enter the nightly room tax/state tax in the “Tax Field”.

-If the traveler did not have lodging expenses type in “NL” in the “Flag Field”.

-Press ENTER














Travel Voucher Submission

[image: image6.png]THSVCHMZ
11/30/99 TMSVCHRZ
4
xEnter § (yes) or [ (no) if you incurred any
xofficial expenses in the following categories
xduring this travel.

XIf you specify YES for an expense category

PTEETIXTS VTR - i did not enter any justification for this

xcategory, TMS will prompt for justification.

261 KEVIN M EDWARDS
243 KEVIN M EDWARDS
230 KEVIN M EDWARDS
224 KEVIN M EDWARDS
222 KEVIN M EDWARDS
208 KEVIN M EDWARDS
205 KEVIN M EDWARDS
190 .§C TRAVEL

167 KEVIN M EDWARDS
182 .§C TRAVEL

B Action cods = sere

XEXX XX XXX KX





-Enter Y(yes) or N(no) if you incurred any official expenses in the following categories.

-Press Enter
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-If you answered “YES”  for ATM withdrawal on the previous screen, then this window will pop up for you to enter the amount the traveler withdrew and the date of withdrawal.

-By pressing ENTER , TMS will automatically apply the correct ATM Fee to be reimbursed to the traveler.

-Press ENTER
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-Select “P” if the traveler charged the transportation cost to their government issued Visa card. (reimbursement of the ticket cost goes to traveler).

-Select “G” if the traveler charged the transportation cost directly to his or hers agencies corporate visa card. (no reimbursement to the traveler).
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-Enter the ticket number, total ticket cost and the TMC FEE (don’t use $ signs.) in the provided fields above. 

-Press ENTER
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-The asterisks shows you where you can itemize expenses by each travel day.

-Notice how the travel days are listed across the top of the screen.

-DO NOT USE $ SIGNS

-“Other Expenses” are claimed in this field (for example, parking costs, gas for the rental car, etc…).

-Notice a money amount automatically appears for you in the “OTHER EXPENSE FIELD”, that was your room tax/state tax that you entered in the beginning of the voucher preparation.

-Once you have filled out the fields press ENTER to continue.
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-Expenses claimed are broken down by description as displayed on this screen.

-Note prompt: “Please explain this expense” relates to Other Expenses you entered on the previous screen.

-To explain, we use the down arrow key and go to the prompt.

-Now, type over the prompt.  For Example (Room Tax, Gas for rental car, parking at airport etc…).

-If needed delete the other letters left over in the prompt.

-Press ENTER
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-If you claim an expense, you will be asked “Do you have your original receipts?”

-Type in (Y) if you do have the receipts.

-Press ENTER.
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-Follow the prompt written in the Remarks prompt.

-Press ENTER to continue
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-In the “Enter option field” type an “S” if you wish to submit the travel voucher for approvals.

-Typing an “H” will place the document on HOLD with the travel preparer for future changes.

-You have a credit of:  788.00 represents the amount sent to the traveler by direct deposit
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