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The TMR Coordinator is responsible for maintaining the flow of TMR records and maintaining User information.  All of this maintenance is handled inside of TMR.

If the TMR Coordinator is also assigned as an ETAMS Facility Coordinator, UserIDs and Passwords can also be maintained.  UserID functions are performed from the System Administration Menu that is accessed from the FEDdesk splash screen.

TMR Coordinator functions are discussed first in this manual.  UserID and Password maintenance is discussed at the end of the manual.

Voucher / Authorization Administration

The TMR Coordinator is usually not involved with the Authorization or Voucher process.  However, an Approver may be away while an Authorization or Voucher is in their possession and immediate action is needed.  In this case, a TMR Coordinator may ‘Redirect’ a document

 1   How to Redirect Authorizations and Vouchers  (Figure 1)

If a voucher has been submitted to an Approver that is not available, the TMR Coordinator may Redirect the voucher to another Approver.

Note:  The procedure for redirecting Miscellaneous Vouchers is the same as redirecting Authorizations and Travel Vouchers.  This procedure discusses Travel Vouchers only.
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Figure 1
1. From the FEDdesk Splash screen, click on the airplane to go into Travel.

2. From the ‘Travel Reimbursements’ screen select either Authorization or Voucher.  Choose ‘Open’.

3. Using the ‘Select Criteria’ window, enter criteria to retrieve the voucher to redirect.  Click ‘OK’ to display the needed record.

4. Click the ‘Redirect’ icon  [image: image2.png]


  at the top of the screen to open the Redirect window.

5. Use the down arrow to select the name of the person to whom the voucher is to be routed.  Any person to whom this voucher has been routed to previously is not available for selection.  Click ‘OK’.

Note:  If there are no more names on the Approver list, go to the User Profile for this Traveler and assign other Approvers to whom you can route this record.
 2   How to Delete Approved Authorizations  (Figure 2)

If an Approved Authorization has not been linked to a voucher (i.e. the trip was cancelled), and no advance has been taken against the Authorization, the TMR Coordinator, Approver or the Traveler can delete the Authorization.
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Figure 2
1. From the FEDdesk Splash screen, click on the airplane to go into Travel.

2. From the ‘Travel Reimbursements’ screen select Authorization.  

3. From the Authorization Maintenance window, select Open.

4. Using the ‘Select Criteria’ window, enter criteria to retrieve the Authorization.  Click ‘OK’ to display the needed record.

5. Click the ‘Delete’ icon [image: image4.png]


  at the top of the screen and click Yes to confirm the delete.

Print TMR Reports

Currently, TMR offers 3 Reports:

•Voucher Reporting

•Aged Authorization Report  

•Aged Advance Report

All of these reports can be viewed or printed.

Voucher Reporting
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The Voucher report generates voucher information for a specified time period.  The report shows Accounting information for the listed vouchers.
Voucher Reports can be saved in Excel format and the information can then be used to generate different reports.

To generate a Voucher report:

· Click ‘Voucher Reporting’ from the Tools Menu

· Click in the ‘Traveler’ field to select a name or leave blank to select All.

Note: ‘Include non-current users’ – Check this box when you are searching for voucher information for a user who no longer has access to TMR.  When checked, the traveler list includes current and non-current users.

· Click in the ‘ACT Number field to enter an ACT number for reporting or leave blank to select All.

· Click in the ‘Status’ field to select a specific voucher status or leave blank to select All.

· Enter a ‘Date Entered’ or ‘Date Submitted’ or leave blank to select All.

· Click the ‘Select’ button to generate and view the report.

Aged Authorization Report
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From the Tools Menu, click on the report name to generate this report.
The Aged Authorization report lists all Authorizations whose end date is more than 45 days past the end travel date and have never been linked to a voucher.

Your Authorization creators can then use this report to delete expired Authorizations.

Aged Advance Report
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From the Tools Menu, click on the report name to generate this report.
The Aged Advance report lists all Advances that are not reconciled and are more than 45 days past the end date of travel.

TMR User Maintenance

Maintenance for TMR users is performed from the User Maintenance screen and is accessed by clicking on the ‘little head’ icon on the tool bar.  Close any active window to use the tool bar.
The TMR User Maintenance screen is accessed from Travel or Miscellaneous Reimbursements.  The examples shown here are from Travel. 
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After clicking on the airplane from the FEDdesk splash screen, choose ‘OTHER’.
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Enter User Maintenance by using the ‘little head’ icon or the Tools menu.

The TMR User Maintenance screen displays.  The following screens are used to maintain TMR Permissions and User information.  Detailed instructions follow the screen prints.  All of these screens are accessed from the FEDdesk Splash Screen:  Go to Travel, Other, User Maintenance.

TMR User Maintenance Screen
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Figure 3
TMR User Maintenance Screen

[image: image11.png]JFie Edt Tods Wndow Hep 5

& x

AdEE®

(=R

Facility Coordinator Create  Budget L

TR User Auditor _Misc_Travel _Auth User Mgr GL Finance
MITCHELL, MARGARET I = = XK B FE FE F
‘Signer, Angela I = = r m F F RE
‘Signer, Bob I = = r m F F RE
‘Signer, Charles. I = = r m F F RE
STEWART, MARTHA I = = XK B FE FE F
Traveler, One. I = = r m F F RE
Traveler, Two, I = = r m F F RE
. JONES, JOHN I o o r B F F RE

Aoprover | Accounirg | Use Pl |
Approver Listing

Ready





Figure 4
TMR User Maintenance Screen

[image: image12.png]TR User

New User to Facility PM

‘Signer, Bob Please enter the Social Security Number

‘Signer, Charles
{2 sTewarT, uaRTHA
Travekr one
Travekr, Tuo
100ES, J0fN
CAROTE, ANTHONY

WADE, DARLENE

Aoprover | Accounirg | Use Pl |

‘Approver Listing

Feady





Figure 5
‘How to’ Instructions for TMR User Maintenance

The directions that follow guide you through maintaining TMR User information.  Each ‘How to’ references a Figure number that shows the screen used for data entry.

 3   How to Assign TMR Access to a FEDdesk User  (Figures 3 & 4)

Note:
If the User is in a different Facility, see  4  ‘How to Add a TMR User from Another Facility’.

1. From the FEDdesk Splash screen, click on the airplane to go into Travel.

2. From the ‘Travel Reimbursements’ screen, choose ‘Other’ and then select ‘User Maintenance’ (the small head icon or use the Tools Menu).

3. From the ‘User Maintenance’ screen, click on the ‘Show Facility Users’ button on the right side of the screen.  A complete list of FEDdesk Users in this Facility displays.

4. Drag and Drop each user name that is to have TMR access to the ‘TMR User’ list on the left of the screen.  Each name that is dragged displays at the bottom of the list.

5. Save your work and Exit the screen.  This step is necessary so that system updates can be performed on the TMR User list.

6. Set up TMR permissions (see  6  How to Establish TMR Permissions).

7. Assign Approvers for the Traveler (see  8  and  9  How to Assign TMR Approvers).

 4   How to Assign TMR Access to a FEDdesk User Who is in Another Facility   (Figure 5)

Note:  The TMR User’s SSN is required to perform this step.

1. From the FEDdesk Splash screen, click on the airplane to go into Travel.

2. From the ‘Travel Reimbursements’ screen, choose ‘Other’ and then select ‘User Maintenance’ (the small head icon or use the Tools Menu).

3. From the ‘User Maintenance’ screen, click on the ‘Add User from other Facility’ button on the right side of the screen.  A pop-up window prompts for the User’s SSN.

4. Enter the SSN of the User from another Facility to add as a TMR User in this Facility.

5. Click ‘OK’.  The new TMR User’s name displays at the bottom of the list on the left of the screen.

6. Save your work and Exit the screen.  This step is necessary so that system updates can be performed on the current Facility list.

7. Set up TMR permissions (see  6  How to Establish TMR Permissions).

8. Assign Approvers for the Traveler (see  8  and  9  How to Assign TMR Approvers).

 5   How to Remove TMR Access From a FEDdesk User  (Figure 3)

1. From the FEDdesk Splash screen, click on the airplane to go into Travel.

2. From the ‘Travel Reimbursements’ screen, choose ‘Other’ and then select ‘User Maintenance’ (the small head icon or use the Tools Menu).

3. From the User Maintenance screen, right click on the employee name in the TMR User list on the left side of the screen.

4. Click ‘Delete’ and click ‘Yes’ to confirm the delete.  Save your work and exit the screen.  When you come back in to the User Maintenance screen, the employee name and employee folders are deleted.  Any appearances of the employee name as an Approver or as a Designated Assistant are also deleted.

5. Click Close and Save your changes.  

TMR Permissions

 6   How to Establish TMR Permissions  (Figure 3)

Note:
This procedure is used by the TMR Coordinator to grant permission for the following:

· Auditor  

· Create Travel Authorizations

1. From the FEDdesk Splash screen, click on the airplane to go into Travel.

2. From the ‘Travel Reimbursements’ screen, choose ‘Other’ and then select ‘User Maintenance’ (the small head icon).

3. From the ‘User Maintenance’ screen, click on the TMR User name on the left of the screen to move the hand pointer to the correct employee.

4. Check the appropriate Permission box (eg: Create Authorization or Auditor) for this employee.

5. Save your work and Exit the screen or select another employee.

6. Assign Approvers for this Traveler (see  8  and  9  How to Assign TMR Approvers).

Note:
All other TMR permissions are grayed out and must be set up by FEDdesk Helpdesk personnel.  

 7   How to Update TMR Permissions  (Figure 3)

1. From the FEDdesk Splash screen, click on the airplane to go into Travel.

2. From the ‘Travel Reimbursements’ screen, choose ‘Other’ and then select ‘User Maintenance’ (the small head icon or use the Tools Menu).

3. If the User name displays in the TMR User column 

· Click the User Name to move the hand pointer.

· Check the appropriate permissions box(s) 

NOTE: Boxes are checked to assign special permissions.  No boxes need to be      checked to create or approve a voucher or approve an authorization.

· Assign Approvers for this Traveler (see  8  and  9  How to Assign TMR Approvers).

4. If the User does not display in the TMR User Column

· Click the Show Facility Users button

· Locate the User name

· Drag the User name to the TMR User column on the left

· Check the appropriate permissions box(s)

· Assign Approvers for this Traveler (see  8  and  9  How to Assign TMR Approvers).

Approver Folder 

 8   How to Assign TMR Approvers Who Are Already in the Facility  (Figure 4)

Note:  A UserID, with TMR access, must already be established for the User.

1. From the FEDdesk Splash screen, click on the airplane to go into Travel.

2. From the ‘Travel Reimbursements’ screen, choose ‘Other’ and then select ‘User Maintenance’ (the small head icon or use the Tools Menu).

3. From the ‘User Maintenance’ screen, click on the ‘Show Facility Users’ button on the right side of the screen.  A complete list of FEDdesk Users in this Facility displays.

4. Find and click on the TMR User name on the left side of the screen to move the hand pointer and display the User’s folders at the bottom of the screen.  The hand pointer is pointing to the person for whom an Approver is needed.

5. Click on the Approver tab at the bottom of the screen to open the folder.

6. Drag and Drop the Approver name from the Facility User list on the right to the Approver folder at the bottom of the screen.  Each name that is dragged displays in the folder.  (Note:  To delete an Approver name from a folder, right mouse click on the Approver Name and select Delete.)

7. Save your work and Exit the screen.  

 9   How to Assign TMR Approvers Who Are in Another Facility  (Figures 5 & 4)

Note:  A UserID, with TMR access, must already be established for the User.

1. From the FEDdesk Splash screen, click on the airplane to go into Travel.

2. From the ‘Travel Reimbursements’ screen, choose ‘Other’ and then select ‘User Maintenance’ (the small head icon or use the Tools Menu).

3. From the ‘User Maintenance’ screen, click on the ‘Add User from other Facility’ button on the right side of the screen.  A pop-up window prompts for the User’s SSN.

4. Enter the SSN of the User from another Facility to add as a TMR Approver in this Facility.

5. Click ‘OK’.  The new TMR User’s name displays at the bottom of the list on the left of the screen.

6. Save your work and Exit the screen.  This step is necessary so that system updates can be performed on the current Facility list.

7. Repeat steps 1 and 2 above to return to the User Maintenance screen.

8. Find and click on the TMR User name (for whom the outside Approver is needed) on the left side of the screen to move the hand pointer and display the User’s folders at the bottom of the screen.

9. Click on the Approver tab at the bottom of the screen to activate the folder.

10. Click the ‘Show Facility Users’ button on the right to display the list of Users.

11. Drag and Drop the new Approver name that now displays in the Facility User list on the right to the Approver folder at the bottom of the screen.  Each name that is dragged displays in the folder.  (Note:  To delete an Approver name from a folder, right mouse click on the Approver Name and select Delete.)

12. Save your work and Exit the screen.  

 10   How to Delete an Approver Name From a User’s Folder  (Figure 3)

Note:  A UserID, with TMR access, must already be established for the User.

1. From the FEDdesk Splash screen, click on the airplane to go into Travel.

2. From the ‘Travel Reimbursements’ screen, choose ‘Other’ and then select ‘User Maintenance’ (the small head icon or use the Tools Menu).

3. From the ‘User Maintenance’ screen, find and click on the TMR User name on the left side of the screen to move the hand pointer and display the User’s folders at the bottom of the screen.

4. Point to the Approver to be deleted.  

5. Right mouse click on the Approver Name and select Delete.

6. Save your work and Exit the screen.  

Note:  When a TMR User who is also an Approver is deleted from a Facility, any appearance of the employee name as an Approver or as a Designated Assistant is also deleted.

Accounting Folder

The User or the TMR Coordinator can complete the Accounting Folder.  See the User Maintenance document.

User Profile Folder

The User or the TMR Coordinator can complete the User Profile Folder.  See the User Maintenance document.

 Screens for UserID / Password Maintenance

If a TMR Coordinator also has ETAMS Facility Coordinator permissions, then UserIDs and Passwords can also be maintained.  UserIDs are maintained from the System Administration Menu.  System Administration is accessed from the FEDdesk splash screen, which is shown here.    

From the FEDdesk splash screen, click on the keyboard.  
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If the Facility Select screen displays, highlight (click once) on your Facility and then click ‘OK’.
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The System Administration Menu displays.
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If you do not have access to the System Administration menu, ETAMS Facility Coordinators will have to maintain TMR UserIDs and Passwords.

The following screens are accessed from the System Administration Menu and are used to maintain UserIDs.  Detailed instructions for adding TMR Users follow the screen prints.

User/Employee List Screen 

From Splash screen, go to Sys Admin, Maintenance, FEDdesk, Users
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Figure 6
When you access the FEDdesk User Select List, Facility Users display in name sequence.  You may sort the list into a different sequence by clicking on the radio button in the Sort By box.  You may also display All Employees by clicking on the All Users/Employees radio button in the Show box.  This is a list of employees that are in the ETAMS database.  You’ll notice that some employees have a UserID and can log on to FEDdesk, but many employees do not have a UserID for logon.

User Detail Screen

From Splash screen, go to Sys Admin, Maintenance, FEDdesk, Users, Detail
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Figure 7
NOTE:  System updates with any UserID or Password change may take 30 minutes.  After making any change, wait 30 minutes to log on to FEDdesk.

Change FEDdesk Password Screen 

From Splash screen, go to Sys Admin, Maintenance, FEDdesk, Users, Detail, Change Password
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Figure 8
Passwords:

· Are case sensitive

· Must be at least 8 characters long

· Must begin and end with an alpha character

· Must contain at least 1 numeric value

· Must either be a mixture of upper and lower case characters with one capital letter OR one special character

· Cannot be ‘reused’ within 4 changes

· Cannot contain all or part of the User’s name or UserID

 11   How to Add a TMR User Who Does Not Have a FEDdesk UserID  (Figures 6,7,8)

1. From the FEDdesk Splash screen, click on the keyboard to go into System Administration.

2. From the Maintenance Menu select FEDdesk and Users.

3. From the User Select screen, go to the Show box in the right corner of the screen and click on All Users/Employees.

4. Highlight (click once) on the employee name and then click the Detail button.

5. Check the TMR box at the bottom of the User Detail window.  Enter the user’s complete email address.  This field is required so that the user can receive TMR confirmation messages regarding the status of Authorizations and Vouchers.

6. Click in the UserID field and enter the employee’s UserID (7-15 characters) and email address.  The phone number is not required, but helpful.

7. Click Close and Save your changes.

8. Enter a Password and confirm the entry by typing it again (see  12  How to Change Passwords).

9. Click ‘OK’.  A confirmation message will tell you that the NT User Account has been successfully created.

10. Close out of the screen or add another UserID.  

Note:  UserID updates require a 30-minute wait before the new User can log in to FEDdesk.

11. Set up TMR permissions (see  6  How to Establish TMR Permissions).

12. Assign Approvers for the Traveler (see  8  and  9  How to Assign TMR Approvers).

 12   How to Change Passwords  (Figure 8)
1. From the FEDdesk Splash screen, click on the keyboard to go to System Administration.

2. From the Maintenance Menu select FEDdesk and Users.

3. Highlight (click once) on the employee name and then click the Detail button.

4. Click the Change Password button.

5. Enter a default password and confirm by entering it a second time (i.e. Pass1word).

6. Close the window.  The employee should wait 30 minutes for the system to update before logging in to FEDdesk with the default password.  Now, the employee can attempt the change password function again.

Note:
As a reminder, Passwords:

· Are case sensitive

· Must be at least 8 characters long

· Must begin and end with an alpha character

· Must contain at least 1 numeric value

· Must either be a mixture of upper and lower case characters with one capital letter OR one special character

· Cannot be ‘reused’ within 4 changes

· Cannot contain all or part of the User’s name or UserID

	TMR COORDINATOR REMINDERS

	1
	Each Traveler must have a UserID with TMR access.  A User Profile and Approver folder must be completed.

	2
	All Authorization creators must have a UserID with TMR access and permission to create Authorizations.

	3
	Authorizations and Vouchers that have been submitted for approval can be Redirected to another Approver or an Approver may Reject it back to the Traveler.

	4
	If an Approved Authorization has not been linked to a voucher (i.e. the trip was cancelled), and no advance has been taken against the Authorization, the TMR Coordinator, Approver or the Traveler can delete the Authorization.

	5
	TMR Coordinator permission must be created and removed by the FEDdesk Helpdesk.  Go to http://feddesk.gsa.gov.  Select ‘Need Assistance’ and then ‘Access Forms’.
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