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1.0 Introduction

FedTraveler.com is a Web-based system for managing Federal employees’ official travel. With
Federal travel regulations built into the system, FedTraveler.com provides an automated
approach that operates efficiently to reduce Agencies travel processing costs. When fully
implemented, the system will satisfy the President’ s E-Gov Travel initiative.

This document provides a sample of each of the reports available to System Administrators. The

document contains three parts:. the introduction, reports pertaining to travel documents
(FedTraveler Reports), and reports pertaining to the online booking tool (QualityAgent Reports).

1.1 Purpose

This document describes all of the Systems Administrator reports available through
FedTraveler.com and QualityAgent.

1.2 Scope

This document includes instructions on how to access each report, and screens shots of each
report, where applicable.

1
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2.0 Report Access

m

To access the online reports you must first log in to FedTraveler.com. Once logged in, the
Organizer page appears. Y ou may access both the FedTravel er.com reports and the
QualityAgent reports from this page.

1. From the Organizer page, select Reportsfrom the menu on the left.

Toolbox Organlzer

: Welcome TERRY November 7, 2006
< Reports

My Approval Deskto
Schedules ¥ ApP r

You have 0 document(s) for approval. Goto by Approval Deskiop
ftineraries

Perdietn Rates

Leizure Travel My Travel Desktop
Customer Survey You have 0 documentis). Goto My Travel Deskiop
S You have 0 returned document(s).

My Travel Profile

i o Viewlpdate User Profile
A o Viewlpdate Travel Preferences

Help and Support

- s Online Help
| ] ® FedTraveler.com Supporting Documentation
’__ﬁ ¢ FedTraveler.com Tutorial

e |atest Traveler Mews & Systern Enhancement Announcements

The Reports page appears.

In the report list, click on the report you wish to run.

To display thereport in an MS Excel viewer, click the Save as M S Excel Spreadsheet
checkbox.

eDS Use or disclosure of this information is defined by cover page disclosure statement
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Reports =

® Next Choose a report then press "Next".
o Organizer Administration Log -

Amount of Travel By Purpose

Approval Chain Summary

Approved Travel Plan Summary

Approved Travel Plans by Approval Date
Average Cost and Duration of Travel

Canceled Travel Plans

Completed Expense Report Summary

Completed Expense Reports By Approval Date
Completed Local Expenses By Approval Date

\ D Save as M5 Excel Spreadsheet

4. Sdlect Next from the menu on the | eft.

2.1 Search Criteria

Most FedTraveler.com reports are immediately displayed when selected. However, the following
FedTraveler.com reports prompt you to specify a search criterion (either date, statistical or report
data-specific).

Date Sear ches: Reports based on the document approval date prompt you for the begin date and
end dates of the report. All records with approval dates falling between the dates you specify
appear in the report. The reports listed below use thistype of search feature:

e Administration Log

e Approved Travel Plans by Approval Date

e Completed Expense Reports by Approval Date
e Completed Loca Expenses by Approval Date

Statistical Searches: Reports based on search parameters that permit you to view random
samplings of data, set cost comparison parameters, specify travel end dates or end date ranges.
The reports listed below use this type of search feature:

e Approved Travel Plan Summary

e Canceled Travel Plans

e Completed Expense Report Summary
e Extended Travel Summary

e Not to Exceed (NTE) Travel Report
e Returned Documents Summary

e Travel Documents Not Complete

3
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Data Specific Reports. Reports based on unique search criteria. These reports, listed below, and
their search criteriaare described in Section 3.0:

e Cost Center Funds Availability
e Cost Center Spent/Obligated
e User Identification

2.1.1 Date Searches
Date searches alow you to select a date range for your report.

To set the start and end approval date for areport:

1. Inthe Month, Day and Y ear boxes, select the report start and end dates.
2. To continue, select Next from the menu on the | eft.

Reports ==

* Next Specify Approval Date of Document

* Previous Start Report Date | Jan v || 1 | 2001 +

End Report Date Oct » || 4 s || 2006 »

2.1.2 Statistical Searches

Statistical searches allow you to set one or more of the following criteria:

e Search for every XX records— This option provides a random sampling of data. The
system searches for and returns records at a specified interval represented by XX; for
example, “ Sear ch for every 5 record(s).”

e Search for recordswith Total Cost — Records with atotal trip cost meeting the criteria
you specify appear in the report.

e Search for recordswith End Date — Records with atrip return date meeting the criteria
you specify appear in the report.

e Search for recordswith End Dates between — Records with atrip return date between
the dates you specify appear in the report.

To create a statistical search:
1. Onthe Statistical Amount page, click the check box for the type of search:

4
eDS Use or disclosure of this information is defined by cover page disclosure statement



FedTraveler.com, E-Gov Travel Service —F“ AT alasr
GSA Contract GS-33F-P0015 esraveer.com
System Administrator Reports moving peop-"e not paper

Random Sample Search: Type a number to set the record search interval.

b. Total Cost Search: In the Total Cost parameter list, select your search parameter
(Equal, Greater than, Less than) and type the dollar amount.

c. End Date Search: In the End Date parameter list, select your search parameter (Equal,
Greater than, Less than, etc) and select the date.

d. End Date Range Search: In the End Date list, select the range begin and end dates.
2. Onceyou have specified your preferences, select Next from the menu on the | eft.

Statistical Amount >

® Next Specify report criteria then press "Next'.

. Approved Travel Plan Summary
* Previous

D Search for ewvery record(s].

|:| Search for record(s) with Total Cost

ED]L,IE[| b dollars.

|:| Search for record(s) with End Date
iz |Equal ¥ 4 JAN w01 v | 2006 v |

D Search for record(=] with End Dates betweean
JAN (10T w2006 M| gng | JAMN (w01 w2006 v

2.1.3 Setting the Report Display

The next page allows you to select the fields you would like to appear in your report, the field on
which you would like the report sorted, and whether to filter the report on CONUS, OCONUS or
both.

To set the report display:

1. To select report fields, do one of the following
0 Tosdectasingleitem, click the field you want included in your report.

0 To choose multiple items, click onefield, and hold the CTRL key down asyou
click each additional field.

o Toinclude all available fieldsin the report, click Select All. If you change your
mind, click Deselect All to reset the field selection form for you.

2. To sort your report, select the field on which to sort the report in the Sort data in your
report by list. The default sort order is based on Document Number, however, you may

5
QDS Use or disclosure of this information is defined by cover page disclosure statement



FedTraveler.com, E-Gov Travel Service —F“ AT alar
GSA Contract GS-33F-P0015 egagiraveier.com

System Administrator Reports moving people not paper*™

choose from Begin Travel Date, End Travel Date, Document Status, Final Approval
Date, Traveler Name, and others.

3. Tofilter the report data, select afilter for your report in the Filter data in your report
by list.
4. Todisplay the report, select Next from the menu on the left.

Reports  ge

* Next

Select the items you want included in your report.

® Previous Hold the Ctrf Key down to select multiple items.
NTE Travel

Advance Amount

- Select All
Begin Travel Date
Cost Center(s Deselect All

Document Mumber

[ £

Document Status

Sort data in your report by...

|DocumentNumber V|

Filter data in your report by:

BOTH OCONUS AND COMUS

OCONUS
CONUS

BOTH QCONUS AND CONUS

eps Use or disclosure of this information is defined by cover page disclosure statement
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3.0 FedTraveler.com Reports

3.1 Administration Log

The Administration Log report provides information on System Administrator initiated changes
performed in the system. The data displayed in this report includes the Organization name,
administrator’ s name, the date and time the administrator made modifications to the system, the
Object modified, a description of the object affected, the descriptor identified with each, and the
action performed.

Exhibit 3-1: Administration Log Report

Crrganization Name Time Chject Description Descriptor Action
poco TRAWELER, 01172006 ORGAMIZATION poco ZEDSDOCO o
ORGANIZATION CHRIS 044217 P FROFILE ORGANIZATION Zooco

poco TRAWELER, 0252006 DAVE A |ones

ORGANIZATION JACK 02:52:00 A HSER FROFILE TRAVELER 0o0e rMOD

3.2 Amount of Travel by Purpose

The Amount of Travel by Purpose report provides information for each Organization grouped by
the Purpose of Trip selected in each Travel Plan. Data displayed in this report includes the
Organization Name, the Purpose Description, the Total Trips having this purpose and the Total
Cost of thetrip.

Exhibit 3-2;: Amount of Travel by Purpose Report

Organization Purpose Description Total Trips Total Cost
QA TESTING OFERMAHAGERIAL 1 $2 462 .50
QA TESTING SITE VISIT 18 $46,727.50

3.3 Approval Chain Summary

The Approval Chain Summary report displays the hierarchical structure of each approval chain
in an Organization. Each document path (Travel Plan and Expense Report) is displayed
individually. Data displayed in this report includes the Organization Name, the Approval Chain
name, the Path Type (Travel Plan or Expense Report), the Job Titles in each path and the
position of the Job Title in the path.

Exhibit 3-3: Approval Chain Summary Report

Organization Approval Chain Path Type Job Title /' Workgroup Paosition
1.|DOCO ORGANIZATION DOCO_DEFAULT Travel Plan Path DOCO_DEFAULT 1
Expense Report Path DOCO_DEFAULT 1
2.|DOCO ORGANIZATION GREGTEST Travel Flan Path GREGTEST 1
Expenze Report Path GREGTEST 1

QDS Use or disclosure of this information is defined by cover page disclosure statement
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3.4 Approved Travel Plan Summary

The Approved Travel Plan Summary report displays information pertaining to travel
authorizations that have already gone through the final level of approval. The user selects the
datato be displayed in this report and the report output varies according to the selections made.
Exhibit 3-4: Approved Travel Plan Summary Available Fields displays al available fields.

Exhibit 3-4: Approved Travel Plan Summary Available Fields

Record 1of 16 Document Nbr. Traveler Vendor Code Purpose

I TE000008 SWOYAGER, KARL SITE WISIT
Begin Date End Date Destination Status
04¢10/2008 04/12/2008 CLEWELAND, OH On Hold Expense Report
Advance Type Advance Amt. Tot. Other Exp. Tot. M&IE
HONE $0.00 $0.00 $135.00
Tot. Hotel Tot. Rental Car Total Transport. Total Cost
$182.00 $56.00 $390.00 $724.01
Approval Date Final Approver Due Traveler Due Company
04¢13/2008 “APPROVER, MATT $135.00 30.00
Traveler's Comments
Cost Center(s) Object Class(es) Allocation{s)
12245679001234567200 ALL §724.01

3.5Approved Travel Plans by Approval Date

The Approved Travel Plans by Approval Date report displays information pertaining to travel
authorizations that have already gone through the final level of approval, sorted by approval date.
This report contains the Record number, Traveler Name, Vendor Code, Organization, document
Status, Document Number, Travel Type (Travel Plan, Expense Report, etc), Begin/End Dates of
travel, amount Centrally Billed, Per Diem Code (Segment Type used), Cost Center, Object Class,
Project Code (if applicable), and Allocation amount, and Total Allocation.

Exhibit 3-5: Approved Travel Plans by Approval Date Report
Organization: DOCUMENTATION

Record Traveler Name Vendor Code Cirganization Status
10f14 "KARL WOYAGER DOCUMENTATION Amended Travel Plan
Doc Nbr. Travel Type Beq. Date Enil Date Centrally Billed
PRI F A ZZN000007 Travel Flan 04/24/2006 04420/2006 $0.00
Per Diem Code Cost Center Object Class Project Code Allocation
Include Meals & Lodging 12345675090 1234567 590 ALL 0311 $3,.590.51
Return Hame Total Allocation $3,500.51

3.6 Average Cost and Duration of Travel
The Average Cost and Duration of Travel report provides information pertaining to the average

cost and duration of all travel for a particular Organization. Data displayed in this report includes
the Organization name, Total Documents, Total Cost, Average Cost and Average Duration.

8
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Exhibit 3-6: Average Cost and Duration of Travel Report

Crganization Total Documents Total Cost Average Cost Average Duration
DOCUMENTATION & $0,110.62 $1,822.20 5.8

3.7 Canceled Travel Plans

The Canceled Travel Plansreport displays alist of all the canceled Travel Plansfor each
Organization in the system. The user selects the data to be displayed in this report and the report
output varies according to the selections made. Exhibit 3-7: Canceled Travel Plans Report
Available Fields displays all available fields.

Exhibit 3-7: Canceled Travel Plans Report Available Fields

Record 10f 6 Document Nbr. Traveler Vendor Code Purpose
rarrorrrrranrr ) EXFLORER, JOHN CONFERENCE
Begin Date End Date Destination Status
0441912008 042172008 NEW YORK, NY Canceled Travel Flan
Advance Type Advance Amt. Tot. Other Exp. Tot. M&IE
NONE $0.00 $0.00 $117.50
Tot. Hotel Tot. Rental Car Total Transport. Total Cost
$238.00 $0.00 $250.00 $E16.51
Approval Date Final Approver Date Canceled Time Canceled
0441972008 APPROVER, ERIC 4i19/2006 12:58:45 FM
Canceled By Due Traveler Due Company
EXPLORER.JOHN $0.00 $0.00
Traveler’s Comments
Cost Center(s) Ohject Class(es) Allocation{s)
1234567500 1234667290 ALL $616.51

3.8 Completed Expense Report Summary

The Completed Expense Report Summary report displays information pertaining to Expense
Reports that have aready gone through the final level of approval. Thisisthefina stage in the
life cycle of the travel document and identifies any reimbursable amounts due to the Traveler.
The user selects the data to be displayed in this report and the report output varies according to
the selections made. Exhibit 3-8: Completed Expense Report Summary Report Available Fields
displays all availablefields.

Exhibit 3-8: Completed Expense Report Summary Report Available Fields

Record 10f 8 Document Nbr. Traveler Vendor Code Purpose
T A000025- BO2 EXPLORER, JOHN SITE WISIT
Begin Date End Date Destination Status
040372008 Q07 /2005 NEW ORLEANS, LA Complete Expenze Report
Advance Type Advance Amt. Tot. Other Exp. Tot. M&IE
HOKE $0.00 $0.00 $269.25
Tot. Hotel Tot. Rental Car Total Transpert. Total Cost
$532.00 §196.00 §425.00 $1433.26
Approval Date Final Approver Due Traveler Due Company
§260.25 $0.00

Traveler’s Comments

Cost Center(s) Object Class(es) Allocation(s)
1234567500 1234567800 ALL $1,433.26

QDS Use or disclosure of this information is defined by cover page disclosure statement
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3.9 Completed Expense Reports by Approval Date

The Completed Expense Reports by Approval Date report displays information on Expense
Reports that have aready gone through the final level of approval sorted by approval date. This
report contains the Record number, Traveler Name, Vendor Code, Organization, Document
Number, Travel Type (Travel Plan, Expense Report, etc), Begin/End Dates of travel, Cost

Center, Object Class, Allocation amount, Original Estimated Amount and the amount Owed

Employee.

Exhibit 3-9: Completed Expense Reports by Approval Date Report

Record Traveler Name Vendor Code Crganization
10fdS  Hia NiA EDS TRAINING
Doc Nbr. Travel Type Beq. Date End Date

EDSSANDBOXTOSZZZA0002317

Expense Feport 02032006 02002006

Cost Center Ohbject Class Allocation Original Est. Amt.  Owed Employee
1234567 2E02E G101 $1,191.00 $1,120.50 F244 .00
Total Allocation $1,191.00
Record Traveler Name Vendor Code Crganization
Zofda M M EDS TRAIMING
Doc Nbr. Travel Type Beq. Date End Date
ELSSANDBOXTOSZZZZ0002218 Expense Report 0202/2006 0202/2006

Cost Center Object Class Allocation Original Est. Ant.  Owed Employee
1234567 2E03E6 G101 $393.00 F544.00 F62.00
Total Allocation $293.00

3.10 Completed Local Expenses by Approval Date

The Completed Local Expenses by Approval Date report displays information on Local Expense
Reports that have aready gone through the final level of approval, sorted by final approval date.
This report contains the Record number, Traveler Name, Vendor Code, Organization, Document
Number, Travel Type (Travel Plan, Expense Report, etc), Approval Date, Cost Center, Object
Class and Allocation amount, and Total Allocation.

10
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Exhibit 3-10: Completed Local Expenses by Approval Date Report

Record Traveler Name Vendor Code Organization
10f3  JOHW EXPLORER DOCUMENTATION
Do Nhr. Travel Type Approval Date
oooo0zF Local Expense O 902006
Cost Center Object Class Allocation
12345672001 234667200 2480 Fd.24
Total Allocation 454

3.11 CONUS - OCONUS Travel Expenditure

The CONUS-OCONUS Travel Expenditure report displays information on amounts spent on
CONUS and OCONUS in each Category. This report contains the Category, Total CONUS 30
Daysor Less, Total CONUS More than 30 Days, Total CONUS, Total OCONUS 30 Days or
Less, Total OCONUS More than 30 Days, Total OCONUS, and Total of both CONUS and
OCONUS.

Exhibit 3-11: CONUS-OCONUS Travel Expenditure Report

Conus-Oconus Travel Expenditure
DOCUMENTATION
11/7/2006 10:25:44 AME.S.T

Total Conus Total Conus Total Oconus Total Oconus

Category 30 Days or less More than 30 Days fetalConus 30 Days or less More than 30 Days eeiOcEnUS et
Contract $1,675.00 $0.00 $1,675.00 $1,524.40 $0.00 $1,524.40 $3,199.40
HonContract $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Train §0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Bus $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Ship §0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Fow $0.00 $0.00 $0.00 $0.00 $0.00 $0.00 $0.00
Rental Car $462.00 $0.00 $462.00 $0.00 $0.00 $0.00 $462.00
Lodging $2,079.00 $0.00 $2,079.00 $1,352.96 $0.00 $1,352.06 $3.431.96
Meals and Incidentals §1.171.75 $0.00 §1.171.75 $910.00 $0.00 $310.00 $2081.75
3‘:;5'. Fatking ete) $113.00 $0.00 $113.00 $126 53 $0.00 $128.53 $241.53
Total Conus $5,500.75 Total Oconus $3,015.89 59,416 69
Tatal Conus Trips 4 Total Dcanus Trips 1 5
Awerage $1.375.10 Auerage $3.015.80 $1883.33

3.12 Cost Center Funds Availability

The Cost Center Funds Availability report lists al Cost Centersin an Organization and the dollar
amounts associated with them. It uses search criteria slightly different from those previously
mentioned. Once you have selected this report, you are immediately presented with the field
selection list of fields that pertain only to Cost Center data. A partial list appearsin the image
below. The sorting options also differ slightly, pertaining only to Cost Center data and include
such fields as Cost Center Description, Appropriation Number and Fiscal Y ear among others.
Last, you may limit which Cost Centers appear in the report by specifying the Fiscal Y ear.

11
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Select the items you want included in your report.
Hold the Cirf Key down to select multiple items.

Cost Center Funds Availability Summary

ATraveler.com

Cost Center

Cost Center Description
Funds Certifier
Appropriation Number

Budget Point
Allowance Code

Initial Allocation
Current &vailahle Funds

RFewvised Allocation
Fiscal Year

Sort data in your report by...

Cost Center w

2006

Data elements displayed include the Record number, Cost Center, Cost Center Description, the
Fund Certifier Job Title (if applicable), Appropriation number, Budget Point, Allowance Code,
Initial Allocation, Current Available Funds, Revised Allocation (if any), the amount
Spent/Obligated, the Fiscal Y ear Range, and the List Status (Show or Hide).

Exhibit 3-12;: Cost Center Funds Availability Report Available Fields

Record 1 of 1 Cost Center Description
DEFAULT COST CENTER 1234567590 12345
Funidl Certifier Appropriation Budget Point
Allowance Code Inttial Allocation Current Available Funds
$10,000.00 $7,345.90
Revised Allocation Spemt/Obligated Fiscal Year Range
$10,000.00 $2,654.10 2006 - 2006
List Status
Shioww

3.13 Cost Center Spent/Obligated

The Cost Center Spent/Obligated report lists the dollar amounts obligated for approved travel
authorizations or deducted from the Cost Center for completed Expense Reports. This report uses
search criteria dlightly different from those previously mentioned. In order to run this report, you
must select one specific Organization from the Org. list (may not be “All Organizations™). If not,
you will receive the following error message:

Report. Please click on the 'Previous’ menu option and select an organization other

O You must choose a specific organization to run the Cost Center Spent/Obligated
than 'ALL ORGANIZATIONS"
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Once you have selected this report, you are immediately presented with the Cost Center selection
list. Choose the specific Cost Center for which you will run the report by clicking on the
description as indicated in the image below.

Select a Cost Center by single clicking on the descnption.

RIZK MANANGMENT CIZEERETEII0

TRAINT GSTESTCAN

TRAININGINTRO S

Descriptions + Search |

[1]

After selecting the Cost Center, the report immediately generates displaying information for only
the individual Cost Center indicated by the user. Data elements displayed include the
Organization name, Document Number, Traveler name, Job Title (if applicable), Project Code
and Title (if applicable), Begin/End Dates of travel, Trip Plan Approva Dates for the Travel Plan
and Expense Report, document Status and the amount Spent/Obligated.

Exhibit 3-13: Cost Center Spent/Obligated Report

Organization  Document Nbr. Traveler Job  |Project  Project Title Begin End Date |Trip Plan Expense Report Status Spent/Obligated
Title  [Code Date Approval Date Approval Date
DOCUMENTATION |FZ222rzZz772777Z20000007  "WOYAGER, KARL 0311 EDS TEST LAB VISIT 04242006 04030:2006 04/13/2008 HiA Amended Travel $3.500.51
Plan
DOCUMENTATION |FZ2erreZz77zZ77720000008  "VOYAGER, KARL 0211 SITEVISIT 04/10/2006 0401242006 |04/13/2008 HiA On Hold Expense F78401
Report
DOCUMENTATION [ZZZ2rrzrz777777Z20000008  "VOYAGER, KARL 0211 VHA 04/10/2006 0401242006 |04/13/2008 Hig On Hold Expense $78401
INFRASTRUCTURE Report
DOCUMENTATION |ZZZ2rrzrz777777Z20000009  "WOYAGER, KARL 0211 SITEVISIT 05/01/2006 05052006 04/113/2008 Hig Approved Travel $1,013.04

Flan

3.14 Debt Summary

The Debt Summary report lists the Travelers in an Organization with outstanding debts and the
amounts due back to the Government. Data displayed in this report contains the Organization
name, Document Number, Traveler name, End Travel Date, Estimated Cost of trip, Actual Cost
of trip, any Advance received by the Traveler and the Amount Owed by the Traveler back to the
Government.

Exhibit 3-14: Debt Summary Report

Organization Document Nbr. Traveler End Trawvel Date Est. Cost Act, Cost Advance Amount Owed
EDS TRAINING EDSSANDBOXTOBZZZZ00023128-AE01  MiA MiA  O2/M02/2006 $541.00 $10.00 $0.00 F10.00
EDS TRAINING EDSSANDBOX TORZZZZN002460-1-AE01 *KE BOYD O 2r2006 F485.00  H100.00 F0.00 F100 00

3.15 Extended Travel Summary

The Extended Travel Summary report provides details for travel documents of a Traveler who is
on TDY for 30 or more consecutive days. Data displayed in this report is selected by the user and
varies according to the selections made. Exhibit 3-15: Extended Travel Summary Report
Available Fields displays all available fields.
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Exhibit 3-15: Extended Travel Summary Report Available Fields

Racord 1of 1 Document Nbr. Traveler Vendor Code Purpose
AT TFA000035-B0 1 EXPLORER, JOHN uaT

Bagin Date End Date Destinatian Status

04202006 0i/152008 AUSTIN, TX Incomplets Expense Repor

Advance Type Aivance Ant. Tet., Other Exp. Tot. M&IE

NONE $0.00 $0.00 $2,892.22

Tot. Hotel Tot. Rental Car Tetal Transport. Total Cost

3253308 0.00 $0.00 $5,230.31

Approval Date Final Approver Due Travaler Due Company

044212006 AFFRIVER, ERIC $0.00 $0.00
Traveler's Comments

Cost Center(s) Object Class(es) Allacation(s)
123¢567300123¢867200 AL 36,130.01

3.16 Est. Total Payments by Travel and Transportation

The Est. Total Payments by Travel and Transportation Report provide information pertaining to
the total expected travel and transportation costs for a particular Organization. Data displayed in
this report includes the Organization name, Total Travel Cost, and Total Transportation Cost.

Exhibit 3-16: Est. Total Payments by Travel and Transportation Report

Total Cost
Organization Travel Transportation
DOCUMENTATION $5,514.00 $3.311.00

3.17 Job Title Summary

The Job Title Summary report lists the approving officials contained within each Job Title. These
Job Titles appear in the Approval Chain Summary Report detailed earlier in this chapter. Data
displayed in this report includes the Organization name, the Job Titlesin that Organization, and
the Approver Name for each approving official in that Job Title.

Exhibit 3-17: Job Title Summary Report

Organization Job Title Approver Name

DOCUMENTATION 1.)D00OCO_DEFALULT APPROVER, ERIC A,

DOCUMENTATION 2.3 GUM SCRAPER  TESTER, GREG
EXPLORER, JOHH T.

DOCUMEMTATION 2 TEST TESTER, 3REG

3.18 Non-Reimbursable Expense

The Non-Reimbursable Expense report lists the amount of non-reimbursable expenses listed by
Category for all Organizations. Data displayed in this report includes the record No., Category,
Description, Document Number, Traveler name, Amount of non-reimbursable expense, the
Document State, Document Type (Travel Plan, Expense Report), Document Status and
Organization name.
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1 | TRANSPORTATION

Description
TICKETS | ZiZdZZZZZ7Z70000111 | VOYAGER, KEN |$28000 | Complete
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Exhibit 3-18: Non-Reimbursable Expense Report

Document Nbr, Traveler  Amount Doc, State| Doc. Type |Doc. Status Organization

Expenze Report |ECOMP LOCUMEMTATION

3.19 NTE Travel

The NTE Travel Report details travel records that contained an NTE amount on them. Data
elementsin this report include the Record number, Organization name, Document Number,
Traveler name, Vendor code, Begin and End Dates of travel, Destination, Status, Advance Type,
Advance Amount, Total Other Expense, Total M& IE costs, Total Hotel expense, Total Rental
Car expense, Total Transportation cost, Total Cost, Approval Date, Final Approver, Out of
Pocket amount (if any), NTE amount, Cost Centers, Object Classes and Allocations.

Record 10of 3

Begin Date
05/M15/2006

Advance Type
NONE

Tot. Hotel
FEE0.00

Approval Date

Cost Center(s)
12345675901234567290

Record 2 of 3

Begin Date
06/12/2008

Advance Type
HONE

Tot. Hotel
$460.00
Approval Date
06./05/2006

Cost Center(s)
9576543210

Exhibit 3-19: NTE Travel Report Available Fields

Document Nbr. Traveler Vendor Code
s ) TRIFFER, CHRIS
End Date Destination Status
05/19,2006 BOSTON, hia Incomplete Travel Plan
Advance Amt. Tot. Other Exp. Tot. ME&IE
F0.00 $66 55 $288.00
Tot. Rental Car Total Transport, Total Cost
F0.00 $240.00 F1,265.50
Final Approver Out OFf Pocket NTE
F265.58 $41,000.00

Object Class{es) Allocationys)
ALL %1,000.00

Document Nbr. Traveler Vendor Code
A IAO000114 PREPARER, KARL

End Date Destination Status

Q&M EB/2005 ATLANTA, GA Incomplete Travel Plan
Advance Amt. Tot. Other Exp. Tot. M&IE

F0.00 F169.00 $220.50

Tot. Rental Car Total Transport. Total Cost

0,00 F325.00 F1,185.51

Final Approver Ot OFf Pocket NTE

APFROVER, ERIC $0.00 $1,200.00

Object Class(es)
ALL

Allocation{s)
§1.185.51

3.20 Overdue Travel Advances

The Overdue Travel Advances report details information pertaining to overdue travel advances

including the status of the document and how long the advance is outstanding. Data elementsin
this report include the Organization name, Document Number, Traveler name, End Travel Date,
amount of Advance, the number of days Past Due and the Status of the travel document.

Organization
1. QA TESTING
2. OATESTING

@--

Exhibit 3-20: Overdue Travel Advances Report

Document Nbr. Traveler End Travel Date Advance PastDue Status
AT AIIIFAIIA0000097  RIFFEL, TERRY 03212004 F200.00 121 Days  Incomplete Expense Report
TIFFIIIFAIIIFAIIAOI000104  IVIE, RHONDA, 05052003 F350.00 26 Days  Approved Travel Flan
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3.21 Returned Documents Summary

The Returned Documents Summary report lists all returned documents in an Organization and
the data associated with them. Data displayed in this report is selected by the user and varies
according to the selections made. Exhibit 3-21: Returned Document Summary Report Available
Fields displays al available fields.

Exhibit 3-21: Returned Document Summary Report Available Fields

Record 1 of 1 Organization Document Nbr. Traveler
EDS TRAINING EDSSANDBOXTO7ZZZ20000033 ALTOID, BRENDA
Vendor Code Begin Date End Date Destination
1240042006 1241642006 hlARI, FL
Status Advance Type Advance Amt. Tot. Other Exp.
Returned Travel Plan NONE $0.00 $0.00
Tot. M&IE Tot. Hotel Tot. Rental Car Total Transport.
$442.50 F756.00 $0.00 $650.00
Total Cost Approval Date Final Approver Due Traveler
§1,542.50 $0.00
Due Company
$0.00
Cost Center{s) Object Class{es) Allocation{s}
EDS TRAINING 4356 $1,895.50

3.22 Sponsored Travel

The Sponsored Travel report provides information pertaining to Sponsored Travel for each
Traveler. The information included in this report consists of the Traveler’ s Organization name,
the Traveler Name, the Document Number, the Status of the document, the Total Amount of the
trip, the Sponsored Amount, Comments and the Project Code (if applicable).

Exhibit 3-22: Sponsored Travel Report

. Total Sponsored Project
Organization Name Document Number Status : I Comments J
At At Code
Incomplete
DOCUMENTATION :E::"HER' 0000004 | Trawvel F66.14 000 HOHE
Flan
Incomplete
DOCUMENTATION zﬁnlL'HER' 0000427 | Trawel 72751 |$0.00
Flan
TRIFFER, Incomplete
DOCUMENTATION . oo 0000016 | Trawvel 57364 |$0.00 NONE
Flan
Incomplete
VOYAGER
DOCUMENTATION | o ' 0000043 | Trawvel F1,122.01 | $652.00 oz
Flan

3.23 Travel Documents Not Complete

The Travel Documents Not Complete report provides detailed information pertaining to travel
documents that do not have a status of Complete. The user selects the data displayed in this
report and the report output varies according to the selections made. The sample below displays
al availablefields.
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Exhibit 3-23: Travel Documents Not Complete Report Available Fields

Record 1of 44 Document Nbr. Traveler Vendor Code
PRI EZZ0N00001 WENTURER, ANHA

Begin Date End Date Destination Status

10062005 A0MG2006 CHICAGO, IL Incomplete Travel Flan

Advance Type Advance Amt. Tot. Other Exp. Tot. M&IE

NONE $0.00 $0.00 $55.50

Tot. Hotel Tot. Rental Car Total Transport. Total Cost

$0.00 $0.00 $0.00 F66.14

Approval Date Final Approver Due Traveler Due Company

$0.00 $0.00
Cost Center(s) Object Class(es)

123466720012234567200 ALL

Allocation(s)
F65.14

3.24 Used Document Numbers

The Used Document Numbers report displays alist of al the Document Numbers currently in
use by a particular Organization. Data displayed in this report includes the Organization name,
the Creation Date of the document, the Document Number, the Document Status and the
Traveler name.

Exhibit 3-24: Used Document Numbers Report

Creation Date Document Number Document Status Traveler

DOCUMENTATION ;";';M':":'E a1z

Crganization

Oaaaoa40000a | Incomplete travel plan WEMTURER, ANNA

DOCUMENTATION

DOCUMENTATION

102006 3:05:49
Fhd

412006 G:22:27
F'hd

OOaaQazo0aa0

OOaaQaz00000

Travel plan on hold

Travel plan on hold

"TRIFFER, LUIS

"EXPLORER,
hAR

DOCUMENTATION fr;wznna 432

Oaaao040000a |Cancelled travel plan “OWAGER, KARL

DOCURMENTATION ;";'fm':'ﬁ 480=2

DOCUMEMTATION ;‘I‘JrjﬂE.QEIEIE Uil Q0000500000 | Incomplete blanket document P;LRRTEELER'

OOaa00500000 | Incomplete travel plan WEMTURER, ANNA

3.25 User Identification

The User Identification report provides detailed information about User Profiles. This report uses
search criteria dlightly different from those previously mentioned. Once you have selected this
report, you are immediately presented with the field selection list of user data. A partial list
appears in the image below. The sorting options aso differ dightly in that they pertain mainly to
user data and include such fields as Organization, Traveler First Name, Traveler Last Name,
Vendor Code and Security Clearance, among others.
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Exhibit 3-25: User Identification Report Available Fields

Select the items you want included in your report.

Hold the Cirf Hey down to select multiple items.
User Profile Summary

Clranization

Traweler First Mame
Traweler Middle Initial
Traweler Last Mame
Joh Title M Workgroup
Employee Type
Approwal Chain w

Sort data in your report by...

Crganization hd

Datadisplayed in this report is selected by the user and varies according to the selections made.
Exhibit 3-26: User Identification Report Available Fields displays all available fields.

Exhibit 3-26: User Identification Report Available Fields

Record 1 of 14 Organization

First Hame M. Init. Last Hame Job Title
DOCUMENTATION ERMA W WevFARER
Employee Type Approval Chain Cost Center Security Level Vendor Coile
pOCO_DEFAULT 123495672901234567290 NONE
Record 2 of 14 Organization First Name Midl. Init. Last Name Job Title
DOCUMENTATION GREG TESTER
Employee Type Approval Chain Cost Center Security Level Vendor Code

@--

TEST

123456720012345672300 NONE
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