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Notes for All:

Requesting Advances through TMR is the EXCEPTION to GSA procedures.
Whenever possible, the Traveler should obtain Advances through use of their
personal-issued Government Travel charge card.

TMR Travel Advances are not available on Blanket Authorizations and may
only be obtained on Single-Trip Authorizations.

Some government agencies do not use the TMR Travel Advance option.
Check your agency policy before using this feature.

The TMR Travel Advance request is a three-step process performed by:
1. Authorization Creator
2. Approver
3. Traveler

Step 1: AUTHORIZATION CREATOR
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Record 141

Travel Authorization l Advance l Accounting l Approval l Aictivvity l

Purpo:

Enter beginning and ending dates of trip 7 Begin Date: |8.-'18.-'2[:G¢

Major Transportation by: [ &irline + | Estimated Amount:

Fip: SV-SHEWN Max Auth Amt: |

Cash advance other than Bankcard ?[v ) Actual Expense ?|  Any Non-Federal Sponsored ltems 7 [

Authorization Number: E1272 Type: [Travel =
ACT Number: 21272000 Status: [Rejected
Traveler/Requestor: Created by: [STEWART, DIANE Trip Sheet

~| EndDate: 3272004 |
2280.00  Airline Ticket Fee: $12.00 Corporate Acct ?[v
51,542.50 Total Amt:l 51,922.50

silannual =it visit of PLY facilties”

" authorized to / from the airport. CRV autherized in Kanzas
City due te the unavailakility of a GOV. Receiptz required for lodging and transpertation and any

=
— Destination Local Travel
City & State Travel Type Amount Description
StartDate | EndDate |  Lodging| M| [Car Rental | 5262.00[
[kansas CTy KaNSAS [Fov | 526.00fto/from airport
BREEIEE  EEE T TR || £752.00 | 5408.50 [other | 535.00{airport parking

After all other information is completed on the Authorization, click on the ‘Cash Advance
Other Than Bank Card?’ box. A new ‘Advance’ folder is created.
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Record 141
Travel Authorization Advance | Accounting | Approval | Activity |
Does Traveler have a Government Bankcard ? V‘ ‘ =
Is this a Retained Advance ? r ‘
Maximum advance allowed: $1.219.60
Maximum advance authorized: 5.00 J
-
Amt Returned Amt Requested Date/Time Status Performed by

Respond to the check boxes.

e ‘Does Traveler have a Government Charge Card?’ - Check this box if the Traveler does

have a Government Charge Card even though an advance is being requested through
TMR.

e ‘Is this a Retained Advance’ — Check this box if the Traveler will vouch more than once

on this Authorization and is authorized to delay the liquidation of the advance until the
final voucher.

Submit the Authorization for approval.

Step 2: APPROVER
When reviewing the Single-Trip Authorization, the Approver MUST do the following:

Tra'-\.-'el.&.uthnrizatinn/'ﬂd?ﬂﬂﬂﬂ Accounting ].ﬁ.ppm'-.-'al ].&.ctivit_l..l ]

Click on the Advance tab.
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- N Record 141

Travel Authorization Advance | Accounting | Approval | Activity |

Does Traveler have a Government Bankcard ? & =

Is this a Retained Advance ? I

Maximum advance allowed: 51.219.60

Maximum advance authorized: 21,21 9%\ j
Amt Returned  Amt Requested Date/Time Status Performed by

Enter an amount into the ‘Maximum advance authorized:’ field. The amount the Approver
enters is the maximum amount that the Traveler can request. The Approver may enter the full
amount of the calculated ‘Maximum advance allowed:” or any amount less.
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After reviewing the Authorization, Approve the voucher. An email is then sent to the Traveler
and to the Authorization creator to inform them of the status of the Authorization.

Here is a sample email that is sent to the Traveler:

From: FEDdesk.Notification@gsa.gov[SMTP:FEDDESK.NOTIFICATION@GSA.GOV]
> Sent: Friday, August 27, 2004 12:56:43 PM

> To: Traveler2@gsa.gov

> Subject: Travel authorization GS1021FI521272 ready for approval

> Auto forwarded by a Rule

Travel authorization number GS1021FI521272, created by DIANE STEWART,
has received final approval.

The Travel Authorization may now be linked to a Voucher.

Approval comments from APPROVER 1:
Advance request approved.

http://FEDdesk.gsa.gov

This message 1s system generated. Please do not reply.

Step 3: THE TRAVELER

The Traveler must ‘request’ an Advance AFTER the Authorization has been approved. The
Traveler must go into TMR and open the Single-Trip Authorization and do the following:

Trawel Authorization /v‘!'ld"-"aﬂﬂﬂ l.-'l‘-.v:c-:lunting ].ﬁ.pprnval ].ﬂ-.v:tivit_l..l ]

Click on the Advance Tab and add the Amount Requested.

§# Contains Privacy Data PL93-579 Priva ol x|
% File Edit Tools Window Help -9 x|
Ad E I
HCIEEE R B
Add Advance Request Record 1/1
Travel Authaorization Advance | Accounting | Approval | Activity |
Does Traveler have a Government Bankcard ? [V -
Is this a Retained Advance 7 I
Maximum advance allowed: 51.219.60
Maximum advance authorized: 31,219.00 J
Amt Returned  Amt Requested Date/Time Status Performed by
| EW///'ﬂmmcmw#m%HEE|Mw Fraveler, Two

Click the ‘Add Advance Request’ icon on the Tool Bar. Alternately, place the mouse in the gray
area at the bottom of the screen and click the right-mouse button and choose ADD.

In the ‘Amt Requested’ field, enter the amount of the Advance requested. The Traveler may
enter any amount up to but not more than, the '"Maximum advance authorized’ by the Approver.
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NOTE: A Traveler may request part of an Advance now and part later as long as the multiple
requests do not exceed the ‘authorized amount’. No more Advances may be requested after the
end date of the trip. The Traveler should receive the Advance requested within three to five
business days.

After the Trip — Advance Liquidation

Advances are liquidated (paid back) beginning with the first Voucher that is linked to the
Authorization. If the Advance is not liquidated with the first Voucher, any supplemental
vouchers will also be used to clear the Advance. Advance money is liquidated before any
Bankcard or Employee Reimbursements are made. If the Advance is a Retained Advance,
liquidation of the Advance does not begin until the ‘Final’ Voucher for the trip. There can be
only one voucher in process at a time associated with an Authorization that has an outstanding
Advance. A voucher must receive Approval or be deleted before another voucher can be
created.

The Oustanding Advance Amount dlsplays at the bottom of the voucher Line Items folder.
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Record 141
General Info l Accounting l Approvals l Activity l
Date Expense Corporate Non Federal Bank Lodging Tax/
Incurred Category  City State Expense Type Acct Sponsored Card Mileage Amount Ticket Fee Comments
[eiazo0e | [Tranzportatio | [airine ¥ r - [ $380.00 | $18.00 |
4 ﬂ I’ranapcrtatic | |Car Rental o o 2 ’m ’7
ﬂ I’ranapcrtatic | | o o [~ ’W W
<] [other - T Frpotparing
| [Per Diem [kansaz cmy Kansas [=al = E - - - 532,28 MIZE for travel day
| [perDiem AN CITY KANSAS [i1eal = E |— |— - [ s3ecmo MISE for & full days
| [Per Diem 2 |Lodging I~ - v [ 579200 | $175.00 |Lodging for & full days
| [Perpiem  [ranzas oY KaNSAS [i1eal =+ E r r r [ sz MIZE for travel day
Voucher Total: $2,101.50 Employee Reimbursement: $469.50 Net Employee Reimbursement: $0.00
lerrent mileage rate: $0.375 Bankcard Total: $1,234.00 ) )
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Remember to occasionally save while creating your voucher. During the Save process,
calculations are done and messages are returned if accounting coding or allocations are not
correct.
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Record 141
General Info l Line Items Accounting l Approvals l Activity l
Budget Function Cost Project
Type Amount Fund BegFY Region Organization Activity Code Elem Number Work Item
Reimbursement | 00| 282X [z002  fos | sosmoz10  eBT1  [eBHan | 710 | [
Bankcard [ 00 [ 282X [pooz [os | sosmoz10 eBT1  [eBHan | 710 | [
Total Amount to allocate: $484.50 No Reimbursement funds to allocate Bankcard Amount to allocate: $1,234.00
Unallocated amount: $484.50 Bankcard Unallocated amount: $1,234.00

In this example, the Advance cannot be liquidated because of the Bankcard payment amount. To
reconcile this, TMR removes the checkmarks for Bankcard payments in the Line Items folder.
Now, all of the expense amounts are labeled as Reimbursement expenses instead of being split
between Reimbursement and Bankcard expenses

Voucher Validation x| TMR will then use as much of the Reimbursement amount to

i The Advance camnot be flly laucated | |jquiidate the Advance. The rest of the expense money can be
due to bankcard payments. All bankcard

ot allocated to either Reimbursement or Bankcard or the amount can
be split between the two Types.

In the example below, the Traveler has allocated all expense money to be returned to him/her
and no Bankcard payment will be made. The employee then is responsible for paying the
Bankcard charges directly to the Bankcard company.
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Record 141
General Info l Line Items Approvals l Activity l
Budget Function Cost Project
Type Amount Fund BegFY Region Organization Activity Code Elem Number Work Item

Reimbursement | 4gas0 [ 282x [pooz [os | sosmoz10 eBT1  [eBHan | 710 | [

Bankcard [ 00 | 282X [2002  fos | sosmoz10 eBT1  [eBHan | 710 | [

Bankcard | .00 | | | | | | | | |
Bankcard | .00 | | | | | | | | |

Total Amount to allocate: $484.50 Reimbursement Amount to allocate: $484.50 No Bankcard funds to allocate
Unallocated amount: $0.00 Reimburzement Unallocated amount: $0.00

Submit a voucher for approval
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After the voucher is complete and all amounts are allocated, the Traveler Submits the voucher.

The Approver reviews and Approves the voucher.

$ Contains Privacy Data PL93-579 Privacy Act - Travel Rei ol =|
% Fle Edit Tools Window Help 18] =l
A Bl | B

SEIEIEEER: Qe | e|w
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General Info l Line Items Approvals l Activity l
Budget Function Cost Project

Type Amount Fund BegFY Region Organization Activity Code Elem Number Work Item

Reimbursement | 4gas0 [ 282x [pooz  fos | sosmoz10 [eBT1  [GBH4D 710
Total Amount to allocate: $484.50 Reimbursement Amount to allocate: $484.50 No Bankcard funds to allocate
Unallocated amount: $0.00 Reimburzement Unallocated amount: $0.00

Approve a voucher

After Final Approval, the Approver gets a message to inform him/her of the Advance amount
that has been liquidated
[Advancepaid

i

x|

A liquidation amount of $1,219.00
has been made against the advance for authorization 21272,

And, after Final Approval, the Traveler receives an email message to let him/her know the status
of the voucher. The status of Advance liquidation can always be checked from the
Authorization. The Advance folder displays the Amount that is returned with each voucher

along with the Date that the Advance was reconciled.

ﬂ-' Contains Privacy Data PL93-579 Privacy Act - Travel |
% Fle Edit Tools Window Help

A&
& & & i

=0l x|
=12 x|

m:—
Record 141

Advance | Accounting | Approval | Aictivvity |

- =

Travel Autharization

Does Traveler have a Government Bankcard 7

Is this a Retained Advance ?
Maximum advance allowed:
Maximum advance authorized:

-
$1.219.60
$1,219.00

L

Amt Returned

Amt Requested Date/Time

Status Performed by

[ i $1,219.00 [08/24/04 08:52:25

|N ew a

$1,219.00 |

5.00 |D 8124104 09:25:31

|Returned Iﬂ\ppruver, One
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Advance Reminders

1 An Advance request is a 3 step process that involves an action to
be performed by the Authorization Creator, Approver and then
the Traveler

2 The Authorization Creator establishes the Advance folder. The
Approver completes the Maximum advance authorized amount.
The Traveler, finally, must request an Advance amount.

3 Advances are liquidated (paid back) beginning with the first
Voucher that is linked to the Authorization, unless the Advance
is a Retained Advance.

4 If the Advance is not liquidated with the Final Voucher, any
supplemental vouchers will also be used to clear the Advance.

5 If the Advance is a Retained Advance, liquidation of the
Advance does not begin until the Final Voucher for the trip is
Approved.

6 Advances are liquidated before any Reimbursement or

Banckcard payments are made

7 There can be only one voucher in process at a time associated
with an Authorization that has an outstanding Advance. A
voucher must receive Final Approval or be deleted before
another voucher can be created.

8 Tab out of a field after entry for update to occur.
9 Save your work before exiting a screen.

10 Save your work before submitting your Voucher.
11 Right mouse click to add or delete a line.

12 Advances are not allowed on Blanket Authorizations.
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