This document provides Help Desk staff an overview of Travel Advance forms. Forms processing

Travel Advance Process

Revised: 04/03

and tasks specific to the Employee/Submitter, Approver and Accounting Office are explained.

NOTE: Throughout these instructions there are references to other sets of instructions (e.g.,
Update Your Profile). To access these instructions, go to the CalATERS web site, click
Travel Advance & Expense Reimbursement, then select a role (e.g., Employee, Preparer,
Submitter, Approver, Accounting or Help Desk). Then select specific instructions.

Help Desk staff can use the “Logon As” privilege to access Travel Advance forms that need

problem resolution. Refer to instructions for Sign In and Access Problems.
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l. Overview of Icons

Icons are available on most screens within CalATERS. The following section explains the
purpose and use of icons available on the Travel Advance form.

E1 Eileen L McDonald [Travel Advance Form: 04/14-15703 Napa Conference] = iEIi_Xf
File Edit ‘iew Help
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CalATERS Travel Advance

1. Check Delivery Option | 2. Travel Advance | 3 Completion I

Travel Advance Check Delivery Options

Huowy weould you like to receive your Travel Advance Check?| Pick up Ra|
Indlicate date check is needed: {04/ 0,03 =)

ICONS - Are used to perform the following functions:

<5 Moves backward to the previous tab.
Back
= Moves forward to the next tab.
flest
[—*3, Saves the form. Note: The Save icon only displays when the form has a
Save Draft status for the employee or an Action status for the approver.
[&: Opens the Note Log. Displays any Notes that were added by the
Mate employee/submitter, approver(s), or the accounting office. Notes can be

added during the processing of the form. Also, the system will
automatically generate a note in the Note Log with information regarding
the reason a form was returned or disapproved by an approver.

Mote log for Comments . __351

| Eileen L McDonald

= ject: Check Delivery Option Delete |
Comment: (] e il

Finishedl

Idatme Subject Comiment 2T

L
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. Overview of Icons (continued)

ICONS - Are used to perform the following functions:

Displays the Report Name.

Info

Eileen L McDonald [New Travel Advance Information]

ﬁ Repart tame: ||

Frirt.

Summary Page ﬁ selected

o | Privt Preview | Cancel |

The employee can select no print or print a summary page.

Provides help information and access to other areas within the
Help CalATERS web site, such as Definitions, Instructions, etc.
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Il From Draft to Submission — Employee to Approver

Refer to Create Travel Advance instructions for detailed information on how to complete a
Travel Advance form.

The following pages outline issues the employee may encounter when processing Travel
Advance forms from draft to submission.

Profile Information

Before creating a new Travel Advance the employee should verify that their Profile
information has not changed. When a submitter or preparer is creating a form for an
employee, they should verify with the employee that Profile information is correct. Changes
may include appointment to a new classification, changing your approver, appointed to
supervisory from rank & file, name or address change, etc. Refer to Update Your Profile
instructions.

Profile information used for a specific Travel Advance is viewable from any screen within the ‘
Travel Advance request. The system will take a “snap shot” image of the Profile at the time

the Travel Advance is created. The system uses the information on the "snap shot" image

to audit the form. Updates to the Profile will not change the “snap shot” image attached to

the form.

If Profile information that impacts the auditing of the form is inaccurate, the form should be
returned. A new form must then be created with updated Profile information.

To access the employee Profile that is attached to the form, click Edit from the Menu Bar,
and then click Profile. The Profile screen will display.

i [=] 5]

Bl Eileen L McDonald [Travel Advan Click here
for Profile.

CalATERS Travel Advance

ave  Notes Info  FPrrt HEp

1. Check Delivery Option | 2. Travel Advance | Compiion

Travel Atvance Check Delivery Opticns

Haovy weoile you like to receive your Travel Sdvance Check?| Pick up
Inicate date check is needed: 04 003

2L«

Continued on next page.
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Il From Draft to Submission — Employee to First Approver

1. Check Delivery Option Tab

The Check Delivery Option tab is used to select the method of check delivery - Pick up,
Mail, or Call for pick up. The date check is needed by can also be entered. The 3 methods

of delivery are illustrated below.

i1 Eileen L McDonald [Travel Advance Form: D4/14-15/03 Napa Conference]
File Edit ‘iew Help
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CalATERS Travel Advance

1. Check Delivery Option | 2. Travel Advance | 4 Completon |

Travel Advance Check Delivery Options

Hevwe weoLled you like to receive your Travel Advance Check?| Pick up

Indicate date check = needed:| 044 004

Bl Eileen L McDonald [Travel Advance Form: 04/14-15/03 Napa Conference]
File Edit “iew Help
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CalATERS Travel Advance

1. Check Delivery Option | 2. Travel Advance | 3 Camplencn |

Trawvel Advance Check Delivery Options

Howy wealld ol like to receive your Travel Advance Check?i wail

Indicate date check is needed:l 04403

Choose a Maling Option| Profils

]TIEIL

Street Address {500 Main Street

City: [ Rosevile

Statefca

Zip Code: | 95661-

1 Eileen L McDonald [Travel Advance Form: 04/14-15/03 Hapa Conference]
File Edit ‘iew Help

Click X! select
Profile for address
" in Profile or Other
to key in desired
address.
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Back hext Save MNotes  Info Fiint  Help

CalATERS Travel Advance

1. Check Delivery Option I 2. Travel Advance | & BamplEton I

Travel Advance Check Delivery Options

Hovwy weauld you like to receive your Travel Advance Check?] Call for pick up

Indicate date check is needed: | 0441003

(B

Indicate Phone Number:| 322.1234]

Continued on next page.
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Employee should
indicate their
telephone number or
extension here.
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Il From Draft to Submission — Employee to First Approver (continued)

2. Travel Advance Tab

The Travel Advance tab is used to select Claim Types and identify trip information.

To add a second Claim Type, click on New Entry and key required information.

Click on the button. (For definitions of Claim Types, click Definitions from the
CalATERS web site.)

The button must be used when changing information on this screen.

& Fileen L McDonald [Travel Advance Form: D4414-15/03 Napa Conference] il = ]EIL)Sj
File: Edit Wiew Help
- L & O

Back Rext Save Motes Info  Prnt  Help

CalATERS Travel Advance

1. Check Delivery Option: 2. Travel Advance | 3. Completion |

Travel Advance Information

- Trarvel Adwance Trip(s] Infor mation

Claim Type:|In State Traved =l Upiclste I

Start Date: [ 041 403 o
Endl Date: 041 5m3 &l
Purpoze| copferance __J
Destination: | Napa
Amourt: 200.00

Total Travel Advance &mourt  $200,00

Trawvel Advance Trip(s] Surnmary
PLrpose || StartDate | End Diate “ Destination

0 State Travel Conference 041 403 041503

Mew Ent,
\ Click on a claim to view or

. change information on a
Click on New Entry Claim Type
to add a Claim Type ype.

Continued on next page.
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Il. From Draft to Submission — Employee to First Approver (continued)

3. Completion (continued)

Summary Tab

The Summary tab is used to review the total travel advance amount requested for all Claim
Types and the check delivery option. Information on this screen cannot be changed. If
changes are needed, the employee/submitter must go back to tab 1. Check Delivery
Option or tab 2. Travel Advance.

il Eileen L McDonald [Travel Advance Form: D4/14-15/03 Napa Conference] _ i ]EIL)Q

File: Edit Wiew Help

@ 25 B E = &8 O

Back Rext Save Motes Info  Prnt  Help CalATERS Travel Advance

1. Check Delivery Oation | 2. Travel Sdvarice 3. Completion

Form Completion

Summary | Travel Advance Submission I

 Trawel Advance Summary

Total Travel Advwance Amount Requested  $200.00 | |Che ck Delivery Option Selected:  Pickup

Trawel Adwvance Trip[s] Summary

Destinstion

Continued on next page.
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From Draft to Submission — Employee to First Approver (continued)

3. Completion (continued)

Travel Advance Submission Tab

The Travel Advance Submission tab displays on draft forms, prior to being submitted by the
employee. The name of the employee's first level approver is displayed. The first level
approver (default approver) is specified in the employee’s Profile. Refer to Update Your
Profile instructions.

The LComsRdpRaver] |\ tton is used by employees/submitters to select an alternate approver
or to assign a first level approver when an approver is not displayed.

The _Adddpprover | ion is used to add another level of approval.

To submit the form, the employee/submitter enters their password and clicks the
Skt

button. An e-mail is sent to the first level approver.

® Eileen L McDonald [Travel Advance Form: 04714-15/03 Napa Conference] [ ] B
File: Edit View Help
b o B [E =]

Back  Mext Save Notes Info  Frint  Help

CalATERS Travel Advance

1, Check Delivery Option ] 2. Travel Atvance 3. Completion

Form Campletion
CSLmimary Travel Advance Submission ]

m Swbaeission.  Nextapproveris Debiel Lee <~ First level approver Change Approye’rl
A Spprover !

I hereby certify that this travel advance is necessary to defray my expense{s) while on official
business for the State of California. | understand that this is a lean given for the anticipated
expenses that will be incurred. Within 30 calendar days from check issuance. | will fully repay the
entire amount of the travel advance in one of the following ways:

1} Submit an expense reimbursement request sufficient to offset the entire amount of the
travel advance:

2y return the travel advance check;

3} submit a personal check, money order, or cash repayment to offset the entire amount of
the travel advance; or

4 submiit the combination of an expense reimbursement request, personal check, money
order, or cash repayment of the unuseil balance of the travel advance.

If 1 have not fully repaid the advance within 30 calendar days of check issuance, I authorize my
department to deduct any outstanding amount from my next salary warrant.

Submission Routing

When the form is submitted, it will go to the employee's first level approver (default
approver) or an alternate approver (with a copy to the default approver) if the
employee/submitter changed the approver. An e-mail notification will be sent to the
approver and the form will be available for review in the approver's Work Queue with a
status of Action. The form has a status of Submitted on the employee's Work Queue.

To check the status of a form after it has been submitted, use the Form Status S b utton
from the Work Queue.
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M. Review Form — Approver to Accounting Office

Refer to Approve Travel Advance from the Approver role for detailed instructions on how to
approve a Travel Advance. For Accounting staff refer to Approve Travel Advance from the
Accounting role.

When a first level approver, additional approver or Accounting Office staff opens a Travel
Advance form for review (status of Action), the view of the form is arranged the same as for
the employee, except that approvers may have a Review Items tab, under 3. Completion,
if the form has exceptions to rules. Approvers also have an Approve/Return tab versus a
Submission tab.

Accounting Staff Work Pool

After a Travel Advance is approved by supervisors/managers, the form will be forwarded to
the "Department Technician Group" (work pool). Access to the work pool is requested
through your department and is administered by the State Controller’s Office.

All “work pool” forms will be included on the accounting staff's Work Queue along with any
forms that they have created/submitted. Forms requiring accounting office approval are
identified with a Status of Action.

IMPORTANT: When accounting staff open a Travel Advance form for review, they must
either act on the form or return the form to the work pool using the Cancel
and return to pool function. If the form is not exited via the Cancel and
return to pool method, the form will not be available for review by other
accounting staff.

Cancel and return to pool

To return to work pool — =1of x|
dM Yiew  Help .

click File, then Cancel
s e = [ and return to pool. CalATERS Travel Advance

Print... Chil+F

Cancel and return to poal

el Advance I S Campleton |

Lo v options

Hovw wvalldl youl fike toreceive your Travel Advance Check?| Pick up E
Inclicate date check is nesded: [04A 00 =

The Return to Pool confirmation box appears, click Yes.

Return to Pool

& Cancel form and return to the pool?

Mo I

Continued on next page.
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M. Review Form — Approver to Accounting Office (continued)

View Profile Information

When the form is opened, the approver can view the employee's Profile that is associated
with the Travel Advance request by clicking Edit, then Profile.

The Profile screen will display. To exit the Profile, click the ﬂl button or the .

Note: The Profile can be accessed from any tab within the Travel Advance form.

For more information, refer to View User’s Profile instructions.

File View Help

vé Motes

& Eileen L McDonald [Travel Advanpebas

View Profi

le

information.

=1l x]

1. Check Delivery Option | 2 Travel Acdvance I

Hetwe seeauild you like to receive +
I

Pr

Travel Advance Check Deliv T

ERS Travel Advance

You are enrolled in Direct Depusﬁ:IN ZI

Finizhed | Cancel |

Info =
Profile
S Campletan I
screen
displays. | x|
g
rPrufile Informnation |
Uset D [EmPL238
Type of Requestor: [Employes
Last name: | McDonald
First name. | Eileen MI:iL
Email address: | trnell18@sco.ca gov
Business Phone.| 916-444-4444
CH Description: |RO1 RankFile - AdminFinaniStaft Sves 3

= mext.::>|

Tldz I

Travel Advance Process

Continued on next page.
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M. Review Form — Approver to Accounting Office (continued)

1. Check Delivery Option Tab

For approvers and accounting staff, this tab displays the employee's Check Delivery
Option, which allows the employee to select - Pick up, Mail, or Call for pick up. This
information cannot be changed.

For accounting staff the screen also displays five additional fields that indicate how
CalATERS and the department accounting system will process the Travel Advance check.
For information on these fields, refer to Approve Travel Advance from the Accounting role
on the CalATERS web site.

#1 Eileen L McDonald [Travel Advance Form: 04/14-15/03 Napa Conference] = =[Ol x|
File - Edit “iew Help
o B [E =)

Back  Mext Save Motes Info  Prnt  Help

CalATERS Travel Advance

1. Check Delivery Option | 2. Travel Advance I 5 ey

These fields display only
during Accounting Office
review to indicate check
processing information.

Travel Advance Check Delivery Options

Hovwe weold youl like to receive your Travel Advance Check?| Pick up

/K1)

Indicate date check is nesded: | D44 003

.
froduce ORF Check Manually?| o E‘

. Ircdese:

= FFY:

. Agency Mame:| SCOrSacramento 3 Retrieve Agencies and Orf lds I

.
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2. Travel Advance Tab

This tab is the same as the employee's Travel Advance tab. It is used to select Claim
Types and identify trip information. Approvers and accounting staff can adjust the Amount
field to a lower amount (amount must be greater than zero). They must click the

button to update adjustment.

1 Eileen L McDonald [Travel Advance Form: 04/14-15203 Napa Conference] i JDL{(_{
File Edit View Help

ko2 & [F =]
Back Mext Save Motes Info Pt Help

' CalATERS Travel Advance

1. Check Delivery Ogtion 2. Travel Advance | 3. Completion I

Travel Advance Information

= Trawel Advance Trip(s) Information

Claim Type:i In State Travel _Ll

Start Date:[ D4/ 4/03 =

End Date:{ 04115103 =
Purpose:| conterence =

Destination: Maps
Amaourt: 200.00

Total Traveel Advance &mount  $200.00

Trawvel Advance Trip(s] Summary
Claim Type | Purpose | Start Date | End Date | Amaount | Destination '___j

In State Travel Conference 04014103 04115003

|
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L. Review Form — Approver to Accounting Office (continued)

3. Completion

Review Items Tab
This tab displays when the form has exceptions to rules or department policies.

When one or more exceptions is displayed in the list, the :INEhd and | B8 puttons can
be used to view the reason.

The approver and accounting staff can use the - 4128 pytton to modify the Reason field.

The PEiE¥-- button displays the policy associated with the exception. Policy information is
not available at this time.

i1 Eileen L McDonald [Travel Advance Form: 04714-15/03 Napa Conference] n U= IEIL?Q
File: Edit “iew Help
A & [

Back  nMext ‘Save Motes Info  Print  Help

CalATERS Travel Advance

1. Cheek Delivery Option: | 2. Travel Ldvarce 1. Completion |

Form Completion
Review ltems | Summary ] Travel Sdvance Submission I

J ltem Commert. | Status

'

List of exceptions.

ftermn: #1Bl Advance date
Exception; TA reguest date is 14 or more calendar days before Start Date (22). Provide reason

Feazord spproved: ‘\

L L]

Click Unlock to
modify reason.

Elgtt | Pnlie'y...l Llnlo=;i:|

Next / Back

Continued on next page.

Travel Advance Process 12 help_taprocess.doc 04/17/03-



Review Form — Approver to Accounting Office (continued)

3. Completion Tab (continued)

Summary Tab

The Summary tab is the same as for the employee/submitter. This tab is used to review
the total travel advance amount requested for all Claim Types and the check delivery option.
Information on this screen cannot be changed.

Approve/Return Tab

The Approve/Return tab only displays for approvers and accounting staff. This tab is used
to add an additional approver and to Approve, Return for More Information, or Disapprove a
form.

E Eileen L McDonald [Travel Advance Form: 04/14-15/03 Napa Conference] 5 — -~ — O] x|
File Edit “iew Help
> B O[E =

Back  hext Save Motes  Info  Print Help

CalATERS Travel Advance

1: Check Delivery Option ] 2. Travel Advance 3. Completion

Add approver.

Form Completion

SUmITIERY Approve | Return
[0\ Approve/ Return z
Add Approver i
1 herehy certify that:

1) 1 am autherized by my department to approve travel advance requests; and
2) this travel advance is authorized and will be used for official State business.

Pﬂgmord! | @"Appmvel | &“ Return for more information I | w Disapprovel

Approve

If the form is approved, it will be forwarded to any additional approvers or to the Accounting
Office. Once the Accounting Office has approved the form, it will be forwarded for "final
approval" and payment. When the form is approved, the accounting office's pooled Work
Queue will display a status of Approved. The approver's Work Queue will continue to
display a status of Approved. The employee/submitter's Work Queue will continue to
display a status of Submitted, until the system gives final approval, then the status will
change to Completed.

Return for more information

A form can be returned to the employee/submitter or any approver who approved the form.
A reason for return will be required. When a form is returned to the employee the status of
the form on the Accounting Office Work Queue and Employee/Submitter’'s Work Queue will
display Returned. Note: The Approver's Work Queue will not change to Returned. Once
the form is corrected, it can be resubmitted for approval.

Disapprove
When a form is disapproved it will be returned to the employee/submitter's Work Queue with
a Status of Disapproved. Approver's Work Queue will also display a Status of
Disapproved. Disapproved forms cannot be resubmitted.

Continued on next page.
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Review Form — Approver to Accounting Office (continued)

3. Completion Tab (continued)

Adjustment Screen
If an approver has made an adjustment to the Travel Advance, the Adjustment screen will
appear after the form is Approved, Returned for More Information or Disapproved.

The Adjustment screen may also display if an amount was adjusted, then changed back to
the original amount. If this is the case, Other may be selected and “No adjustments made”
can be indicated.

1) Click the down arrow ZZ.. Click on one of the options, then click :
2) When Other is selected key reason (limited to 50 characters).
T

3) Click the 1 button.

Click on the down arrow to display options, then Key in the reason when Other is selected, then
click on the desired obtion. click on OK.

Adjust Reason d Reaso

& Adjust Reason Adjust Reason

ther / =] Other

Reguest Submitted Early

Thiz Employes has Ou‘té‘uding Travel Sdvances Mo Adjustments were mads |
Mo funds available
Cther...

LK I Qk

el

Once the Adjustment screen is complete, the action requested for the Travel Advance (i.e.,
approved, returned or disapproved) will be performed and an e-mail notification will be sent to
the employee/submitter regarding the adjustment.

To check the status of a form after it has been submitted, use the Form Status ->2"*%. putton
from the Work Queue.

Travel Advance Process 14 help_taprocess.doc 04/17/03-




