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The steps for opening Travel Authorizations, Travel Vouchers and Miscellaneous Vouchers are
the same. The examples shown here are for opening Travel Vouchers.

TMR Travel Reimbursements

Would you like to enter Authorization Maintenance,
“oucher Maintenance or Other ?

Youcher | Other |

Choose Authorization or Voucher.

Youcher Maintenance

Would you like to create a new voucher with the
‘Wizard, create a Manual voucher, Open an existing
woucher or open a pending voucher for Approve 7

Wizard kanual Apprave | Cancel

Click ‘OPEN’ at the prompt window.

$ Contains Privacy Data PL93-579 Privacy Act - Select Vou ﬂ
— Criteria -
Find
Include non-current users [
: : Cancel
Traveler/Requestor: ~| Date Created:|on Rl | = |
Approver: | | Date Submitted:|on || | (Eiesa
“oucher #: Linked Auth 1D:
Act Number: Status: | ﬂ
Type: - Approval Status: | ﬂ

The needed parameters are already entered to search for your own documents. Just click the
FIND button. Or, select any other criteria to narrow your search and then click the FIND button.

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.

If you are searching by date (Date Created or Date Submitted), the first field lets you select
records created or submitted on, before or after a specific date. The next field lets you select the

date.

To enter a date anywhere in TMR, click the down arrow in the date field to display the monthly

calendar of the date entered in the field. If the field is Date Created{arier = = |
blank, the current monthly calendar displays. To change Date Submited:[on o (S e B
the month, use the left < and right > arrows at the top of the %
calendar. Then, click on the day of the month to be entered g 9101112 13 14
in the field. Alternately, you can enter the date in the bE e
format M-D-YY (e.g. 5-24-04) using the dash — between e

the month and day
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4 Contains Privacy Data PL93-579 Privacy Act - Select Vouchers x|
— Critenia -
Find
Include non-current users [
= . LCancel
Traveler.fﬂaquestur.| raveler, One ﬂ Date Created.|cn ﬂ | ﬂ =
Approver: | ﬂ Date Subm'rt'ten:|cn ﬂ | j Reset
voucher#[ Linked Authi:[ ot
Act Number: Status: | -
e[ =] Approval %tus:| -] /V OK
Select All
Listing - 9 record(z] found
Traveler Voucher # Date/Time Created Status Approval Status Auth ID Remarks = |
Traveler, One 08022004 11:19:59 New
Traveler, One 21667 07/28/2004 16:21:08 Submitted for Appr Pending 21296
Traveler, One 21666 07/259/2004 16:19:44 Submitted for Appr Pending 21203
Traveler, One 21663 07/29/2004 10:56:51 New 21210
Traveler, One 21661 07/29/2004 10:54:28 New 21296
Traveler, One 21629 07/22/2004 10:34:56 New 21203
Traveler, One 21627 07/22/2004 10:26:36 New 21256 |
Traveler, One 21624 07/22/2004 10:18:33 Approved Approved 21296
=i

After your choices appear, choose the record you want by highlighting (click once) and clicking
‘OK’ or just double-click. Notice that the status of the voucher displays.

To view All records that are found,

click the ‘SELECT ALL’ button. Alternately, multiple

records can be selected. Highlight the first record, hold the Control key down and click on other
records to view. Each record selected will be highlighted. Another way of selecting consecutive
records is to highlight the first record, hold down the Shift or Control key and use the down
arrow to highlight multiple records.

Click OK to bring

§ Contains Privacy Data PL93-579 Privacy Act - Select Vouchers

all selected records.

r— Criteria

-

Include non-current users

Traveler/Reguestor: |'ra-.-s|sr. One

Approver: |

Woucher #:
Act Number:
Type: -

Listing - 9 record(z) found
Traveler Voucher #
Traveler,

Traveler,
Traveler,
Traveler,
Traveler,
Traveler,
Traveler,

Traveler,

& X
Eind
| Date Created:|on Bl ~] Cancel
| Date Submitted:|on = | Reset
Linked Auth ID: Sort
Status: | j
Approval Status: | -] i
QBIEcl all
Date/Time Created S5tatus Approval Status Auth ID Remarks _* |

0B/02/2004 11:19:59 New
07/25/2004 16:21:08 Submitted for Appr Pending
07/28/2004 16:19:44 Submitted for Appr Pending
07/29/2004 10:56:51 New
07/29/2004 10:

0712212004 10:

0712272004 10:26:36 New
07/22/2004 10:18:33 Approved

Approved
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The first record displays. When more than one record is selected, forward and backward buttons
are active to allow scrolling through each record.

& Contains Privacy Data PL93-579 Privacy Act - Travel Rein =4
% File Edit Tools Window Help =18 x|

General Info l Line Items Accounting Spprovals l Achivity
Voucher Number: GSREPMOZ1620 Voucher Type: Travel Expense Voucher (Final Voucher)
Status: Approved as of 07/22/2004 Advance Amt Returned: $0.00

Created By: One Traveler on 07/22/2004

Traveler/Requestor: One Traveler

ACT Humber: E1ZDSDUD Authorization 1D:21203

Pegasys Ref. Number: Purpose of Trip: |3V-Site Visit |

Remarks:

OPENING AUTHORIZATION & VOUCHER
REMINDERS

1 No additional criteria needs to be entered from the ‘Select
Voucher’ screen. Just click the ‘FIND’ button.

2 Use the Control key and click on multiple records or use the
Control or Shift key and the down arrow to select multiple,
consecutive records for viewing.

3 Use the ‘SELECT ALL’ button to view all records.

4 ‘Submitted’ and ‘Approved’ records are ‘View Only’. Only
‘New’ records can be modified.

5 The TMR Coordinator can Reject an Authorization or Voucher
back to the creator for modification.

6 The TMR Coordinator can Redirect an Authorization or a
Voucher to another Approver after it has been Submitted.

trvir2.doc 4



