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Working Offline

Using Internet Explorer

CalATERS is a web-based system that accesses the application server at the Teale Data Center.
Users access CalATERS via the internet/intranet to create Travel Advance or Expense
Reimbursement requests for submission to the approval process. Users may also create these forms
“offline” via a laptop not connected to the internet/intranet, then connect to the internet/intranet at a
later time to submit the form for approval.
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. Setting Up Your Laptop to Work Offline
In order to work offline your laptop will require adding CalATERS to the desktop. Once added
to the desk top, if changes are made to your Profile or to the CalATERS program or rules, you
will need to replace the old offline CalATERS icon (see section VI. Changing/Updating
Offline User on the Laptop).
The following steps provide instructions for setting up your laptop.

Step 1

Access CalATERS from your internet/intranet and sign in.
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CalATERS |

YWe provide a web-based solution for travel advance and expense reimbursement processing
with many advantages over paper processing, including automated audits of Statewide travel
rules and department policies, form tracking, management reporting capabilities, and much

more. Learn about CalATERS and the Implementation Process...

Reporting System
System Administration

If your department is using CalATERS, and you are a new user, click tu:u get

Training Database |

Step 2

Verify and update the information on your Profile. Information on the Profile must be correct
before working offline.
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. Setting Up Your Laptop to Work Offline (continued)
Step 3

Exit the Work Queue.
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Step 4

Close your browser.
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Step 5

Re-open your Internet browser and access CalATERS again ignore the Sign In screen. Click
FILE on the Menu Bar then click on SAVE AS.

; Expense Report Solutions - Microsoft Internet Explorer —¢
| Fle it View Favortes Tocls Help i Click on File then click on Save As... |I
HEw i @ at : | @ 5‘3 % i & Lir
Qpen, ., Chrl4+0 Refresh Home Search  Favorites  Media Hiskary GE Print
I::dlt S Bt Rl .ca.govtrajpdtalaters. html j o
Save Cirl+s
Page Setup...
Print... Ctrl+P . .
CalATFRS Abnnlication

Continued on next page
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. Setting Up Your Laptop to Work Offline (continued)

Step 6

Your Save As screen may look different than the example below. Click on the appropriate
field to save the web page to your Desktop, then click on the Save button.

Save Web Page
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Step 7

Close your browser.
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Continued on next page
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. Setting Up Your Laptop to Work Offline (continued)

Step 8

After saving the web page two icons will display on your desktop. Clicking on the icon

indicated below will allow you access to key offline Travel Advances and Expense
Reimbursements.

Two icons will display on your desktop.

Click on this icon to
access CalATERS
offline.

Hstart] | 1] & 5 2 > REDNL @ sonmn
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1. Creating an Offline Travel Advance or Expense Reimbursement

Procedures for creating a Travel Advance or Expense Reimbursement form offline and online
are similar. Procedures that are different when keying offline will be explained in this and the
following sections. General instructions for creating Travel Advance and Expense
Reimbursement a can be found on the CalATERS website.

Forms created offline cannot be submitted for approval offline (see section IV. Submitting
Offline Forms for Approval).

Create the form using the general instructions provided on the CalATERS website. Once all
information is keyed, save the form.
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File- Edit Miew Help
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Back ‘Save Motes  Info ; Print  Help

1. General I 2. Trip/Expense Categories IS.Expenses 4. Completion

Receipts | Review fems | For Accounting Office Only | Summary  Submission

1) Click on the Save -
as Draft (Working x|
Offline) button.

"\1?) ‘Your expense report has been saved for later submissian:

When you are connected to the network,-seleci.this draft from the forms list,
open and submit,

2) Click OK on the Save
Draft Successful screen.

Once a form is created and closed it appears on the Work Queue with a “drf’ number
assigned in the Reference # field instead of a TEA or TAF form number.
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. Offline Restrictions
There are several restrictions when working offline:

1) Work Queue will only display Travel Advances or Expense Reimbursements created
offline. All other forms will not be displayed and cannot be accessed offline.

2) Forms created offline will only display on the laptop/computer on which it was created (i.e.,
form is created on laptop, cannot access the form from a different laptop or PC. Form must
be accessed from the same laptop).

3) Approvers cannot approve forms offline.

4) Forms cannot be created as a submitter or preparer for other employees.

5) Only one user per laptop can work offline. (See instructions section VI. Changing Offline
User on the Laptop).

6) Profile information can be viewed but cannot be changed offline.

7) Cancel, Delete, Renotify Approver, Form Archive Retrieval are not available when working
offline.

8) See section IV. Working with Forms Created Offline.
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V. Submitting Offline Forms for Approval

Forms created offline cannot be submitted to your approver while offline.

To submit the offline form to your approver:

1) Use the laptop on which the form was created.
2) Access CalATERS though the internet/intranet and sign in.

3) Offline form will have a Status of “Draft” and have a Reference # starting with DRF.
4) Open the Offline form.
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5) Once the form is opened, changes can be made to the form prior to submitting for
approval.

6) Click on the Submission tab and submit the form to the approver.
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[N, Submission  lextapprover is Hatalie Il licholson Change Appmverl
Aol Anprover I

I hereby certify that this request represents atrue statement of the travel expenses incurred by me in
accordance with the Departme:n{ of Personnel Administration Bules and Regulations in the service of the
State of California. If a privately owned vehicle was used, and if mileage rates exceed the minimum rate,
1 certify that the cost of operating the vehicle was equalto or greater than the rate claimed, and that |

have met the requirements as prescribed by SAM Sections 0730 through 0754 pertaining to vehicle
usage.
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V. Working with Forms Created Offline

When working on a form Offline, it is best to create the entire form in one session. When a
form is only partially created and saved, re-entering and saving the form will create a second
form on the Work Queue.

Sample below shows two forms drf10 and drf12. Employee created then saved drf10.
Employee then reopened drf10, then saved the form again. A new drf form was created.
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This second form will remain on the Work Queue until it is deleted. Forms CANNOT be
deleted while working offline.

Caution: Once online, before deleting the form, verify that the latest version of the form is not
being deleted.

To delete the form:

1) Use the laptop on which the form was created.

2) Access CalATERS though the internet/intranet and sign in.

3) Highlight the drf form you wish to delete (single click on the form).
4) From the Menu Bar, click on Edit then click on Delete Form.
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VI. Changing /Updating Offline User on the Laptop
The laptop can only accommodate one offline user at a time and once the icon is added to the
desk top, if changes are made to your Profile or to the CalATERS program or rules, you will
need to replace the old offline CalATERS icon.

To change to a different user or update your offline information, complete the following steps.

Step 1

1 icon. Click on Delete.

Open

edit

e

Open in Same Window
Cpen with Word

Print.

Y N Met\are Copy..,

Cpen With
&) Add to Zip
R|g ht click on the ) Add to Expense Repart Solutions.zip

icon, then click
Delete.

Send To

Cuk
Copy

Create Shortcut

Rename

Hstart| | 1] & 53 % || Ravra | WrMie,  properes REDNI @ 2zem

Step 2
Click on

to confirm delete action. Both CalATERS icons will be removed.

Both Expense Report Solutions icons will be
removed after the YES button is clicked.

Confirm File Delete

Are vou sure you want to send ‘Expense Report Solutions. htm' to
the Recycle Bin?
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To add the new user for offline access, follow the procedures in section I. Setting Up Your
Laptop to Work Offline.
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