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Travel Advance Administration

Departments using CalATERS may approve Travel Advances manually (using a paper process) or
by using CalATERS. They may also issue Travel Advance checks manually or automatically through
an interface between CalATERS and an Office Revolving Fund (ORF) system. Travel Advance
information is entered into CalATERS to collect outstanding Travel Advance amounts from Expense
Reimbursement forms.

These instructions explain how manually processed Travel Advances can be coordinated with
CalATERS processes. Issues specific to departments using automated Travel Advance interfaces
are also addressed.

Overview — Travel Advance Administration
Manual keying of Travel Advance information will be necessary if your department does not have an
interface between its’ Office Revolving Fund (ORF) system and CalATERS, or when (for any reason)
Travel Advance information is needed on CalATERS and an interface is not available.
Travel Advance Administration is accessed through CalATERS System Administration, which
requires special authorization requested by the department and assigned by the State Controller’s

Office.

Four functions are available using Travel Advance Administration:

Add

Employee requests a Travel Advance without using CalATERS. A check is issued apart from
CalATERS and the Accounting office enters all paid Travel Advance information into CalATERS
manually using the “Add” process.

Retrieve
Retrieve any outstanding Travel Advance using the system assigned TAF number.

Update

Employee submits a Travel Advance form using CalATERS; the Accounting office approves the form
using CalATERS. A check is issued. The department does not use the Office Revolving Fund (ORF)
to CalATERS interface, which would provide check issuance information to CalATERS. The
Accounting office manually updates the Travel Advance with check issuance information using the
“Update” process.

Clear

The entire balance of a Travel Advance is cleared from the recovery process. This process can be
used when a Travel Advance check is returned or when an employee provides a personal check for
the entire balance of a Travel Advance.

(Continued on next page.)
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Travel Advance Administration (continued)
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l. Sign In to System Administration

Travel Advance Administration can be accessed from the CalATERS home page or from the
left index of any web page within the CalATERS website.

Click the System Administration) - o the CalATERS website.

=
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California Automated Travel Expense Reimbursement System

Welcome to the CalATERS web site!

Haome Site Map

SIGN IN We provide a web-based solution for travel advance and expense reimbursement processing
—— with manw advantaoes ower naner processing, including autormated audits of Statewide travel
SAATERE d niles o Click system n tracking, management reporting capabilities, and much

Reporting System | | ™= | Agministration [Ao oo

System Administration < button
Training Database If your | and you are a new user, click @tu get
instru oo e e e oo strations of the Mew User Registration, Travel Advance and
INSTRUCTIONS Expense Reimbursement processes.

The CalATERS System Admin sign in screen displays.

’ CalATERS System Admin

|
Key your User ID
|
T User 0] 4/;7 and password, and
e s L | ‘// then click Sign in.
Passwurd:l
| Sign In- ﬂ/
new nser 7 Mevy User Registration |
trouble signing in? Help is here
Exit

[ “wiark Offline

Key your User ID and Password in the appropriate fields.

Click the | s button.

Note: The New User Registration button does not function from this screen.

Continued on next page.
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Sign In to System Administration (continued)

The Select Role screen displays. Click the Travel Advance Administration selection.

Select Hole

Click Travel Advance Administration.

Ok Cancel

Click the L 1 button.

The Travel Advance Recovery tab will display.

+CalATERS Train - https://calaterzapp.sco.ca.goy

&y System Administration Ext
Travel Advance Recovery |

el I REHEYE I [htiate I ClEHT Cancel I

: Travel Advance Form Opiions

Continued on next page.
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Il. Add Travel Advance

The Add Travel Advance function is used when Travel Advances are requested and issued
manually (travel advance not requested using CalATERS.)

Travel Advances issued manually can be added to CalATERS so that outstanding advance
amounts can be scheduled and recovered from Expense Reimbursement forms submitted
through CalATERS.

The information needed to add Travel Advances using this method requires that a check has
already been issued.

Travel Advances that are “Added” are not listed and cannot be viewed on the employee’s or
Accounting Office staff's Work Queue. Outstanding Travel Advance amounts will display on
the “Travel Advance Recovery” tab, when the employee submits an Expense Reimbursement
form for approval.

IMPORTANT:

Travel Advances that are manually added to CalATERS will be immediately available for
scheduling via the Travel Advance Recovery tab on Expense Reimbursement forms that have
not yet been approved by Accounting, including:

Forms that have a Draft status.

Forms that are Returned.

Forms that are Cancelled by the employee.

Forms that have been Submitted for approval.

Forms that have a status of Action on the approver or accounting staff's work queue.

VVVYYYVY

Travel Advances cannot be added for employees who have not performed New User
Registration.

Continued on next page.
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Il. Add Travel Advance (continued)

: CalATERS System Administration - Test - https://test.calatersapp.sco.ca.qov:5053 _lof x|
&L System Administration o |

Travel Advance Recovery |

Adld l FETEYE I [ jf= = | CIERT Cancel !

@vaefﬂivme Form Options 3) Click -2 / 1) Key User ID.
and select
Report Key: | ORF ID. Emplayee Liser |0 [te01
ofF I 1 Agency Mame: | State Controller E_ 2) Click =
ORF Check Humber: Produce ORF Check Manually? [N =] i‘nzr?sl%t
ORF Check Amourt: 0.00 Incles: | Ngme y
ORF Check lssue Date: [ 1/ = FFY: |
T4 Original &maint; | 0.00 TA Outstanding Amourt: | £.00
Check Return Date: | 7 ¢ E

Check Return Reazon;

To add a Travel Advance:

1) Key the employee's CalATERS User Id in the Employee User Id field.

2) Click the down arrow = to the right of the Agency Name field and select the Agency that
issued the advance.

3) Click the down arrow X to the right of the ORF ID field and select the code that
corresponds to the Office Revolving Fund that was used to issue the advance.

Continued on next page.
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Il. Add Travel Advance (continued)

To add a Travel Advance (continued):

 CalATERS System Administration - Test - https://test.calatersapp.sco.ca.govi5053 ~=lojx|
& Svstem Administration Ext

Travel Advance Recovery |

Ao l RETHEYE l <] 4 - 4 Cancel !

4) Complete the

remaining fields.
@ Travel Advance Form Options
Report Key: I Employes Uzer [T Iﬂem
..................................................................... ) A S——
CRF D I|:|34|:| EAgency Mame: | State Controller E
ORF Check Number: [7021 Produce ORF Check Manually? [YES = B
ORF Check Amourt: | 150.00 Inces: I11|:||:|
| ORF Check lssue Date: [)1/0801 Ji] FFv: [2001
{Nnvember2m1| ...........................................................................
Ta& Original Amourt: | Sy Mo Tu We Th Fr Sa Ta& Outstanding Amount: .00
28 20 30 37 4 2 3
4 ‘5 8] F & 3 0
0 a2 95 94 18,48 U7
Check Return Date: | 15 190 200 o0 o0 =8 04
Check Return Reagon; =0 0 0 =8 &0 0
3 5 &7 '8
o Mone |

4) Complete the ORF Check Number, ORF Check Amount and ORF Check Issue Date
fields. To select the ORF Check Issue Date, key date into the field or click on the
calendar button = to the right of the field. When the calendar displays, clicking on the
arrows <« P next to the calendar month, will display the month before (<« ) or the month
after ( »).

Click the down arrow X to the right of “Produce ORF Check Manually?”, select Yes,
because the check has already been issued “manually” prior to adding the Travel
Advance to CalATERS.

The Index and FFY (Funding Fiscal Year) fields are not required by the system. If your
department will be interfacing with CALSTARS, the FFY field is required and the Index
field may be required if your department uses this field. Verify CalSTARS procedures for
your department.

When all fields are completed, click the &l button.
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Il Add Travel Advance (continued)

The Processing Request screen displays. Note: Once the Travel Advance is added, it
cannot be changed or deleted (the check can be cleared manually see Section VI. Clear

Travel Advance).

Froceszsing Bequest

Once done you CANMOT undo.
Are you sure you want to add a new Travel Advance Form?'

Yes

Click the "% | button.

The Request Processed confirmation message displays. The screen confirms that the Travel
Advance has been added to CalATERS. It provides the Report Key, which is the Travel
Advance number, e.g. TAF000000340. This number, and accompanying Travel Advance
information, will display on the Travel Advance Recovery tab on Expense Reimbursement
forms. (“Added” advances can be retrieved or cleared through System Administration at any
time using this number.)

Request Processed

The report key TAFOOO000340 added successfully.

Click L: :

Note: Report 39, Travel Advance Administration Entries, displays Travel Advances that are
added manually through System Administration. This report is run daily and is available
through the CalATERS Reporting System.

Exit |

You can now Add, Retrieve, or Clear another Travel Advance or click the
button to exit Travel Advance Recovery.

Continued on next page.
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1. Retrieve Travel Advance

You can retrieve and view any travel advance that has not been fully recovered.

Key the TAF number, e.g. TAF000000353, in the Report Key field and click

& System Administration o
2) Click Retrieve.

Travel Advance Recovery I
e le] ] Retrieve ( HpdEte ] == ‘ Cancel j

@ 1) Key the TAF number

Travel Advance Ferm Options in the Report Key field.
Report Key: |tatonooonssd Emplayee Uszer T I

Travel Advance information is retrieved.

=10l x|

: CalATERS Train - https: //calatersapp.sc
£ Svstem Administration Ext

Travel Advance Recovery I

[dprlEte H Cleari Cancel i

@ Travel Advance Farm Oplions
Report Key: itafnuuuuuasa Employes Liser D IEMPL241
oRF I: [oonz agency Name: [SCOBacramenta =]

ORF Check Mumber: 310-1 2123 Produce ORF Check Manually? 1‘(ES j_:]
ORF Check Amount: i 250.00 Inclex: I

OFF Check lssue Dete: [06G0N3. 5] FFy: [2002
T& Criginal Amount: ; 250,00 TA Available Amount ’ 250.00

Advance information, including

Cheek Return Date: | 17 = Check Issuance fields,

Check Return Reazon: displays

Retriewve i

The Check Return Date and Check Return Reason fields are available if you wish to clear
the advance. See Section VI. Clear Travel Advance for more information. Click Cancel to

reset the screen.

Continued on next page.
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M. Retrieve Travel Advance (continued)

Report Key Error Message

A Report Key Error message may appear when the Travel Advance number was keyed
incorrectly or when the Travel Advance has already been fully recovered.

Q Report key=TAFOOOO00354 was not found available to be
recovered on the database.

Verify the Travel Advance number or for assistance in identifying the Travel Advance number,
refer to Report 34 — Travel Advance(s) with Outstanding Balance, available from the
CalATERS Reporting System. Click Ok to close the message.

You can now Add, Retrieve, or Clear another Travel Advance or click the =
button to exit Travel Advance Recovery.
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\A Update Travel Advance

The Update Travel Advance function is used when an automated interface between the
department’s Office Revolving Fund (ORF) system and CalATERS is not in use. Travel
Advances that are created by employees on CalATERS, can be manually updated to include
ORF check issuance information. Travel Advances will not be available for recovery on
Expense Reimbursement forms until the update task has been completed via a system
interface or the update process described here.

For Travel Advances that are “Updated”, the original Travel Advance form displays on the
employee, approver and Accounting Office staff's Work Queues. The “updated” form
(including check issuance information) can be retrieved or cleared through System
Administration. Outstanding advance amounts will display on the “Travel Advance Recovery”
tab, when the employee submits an Expense Reimbursement form for approval.

IMPORTANT:

Travel Advances that are updated will be immediately available for scheduling via the Travel
Advance Recovery tab on Expense Reimbursement forms that have not yet been approved
by Accounting, including:

» Forms that have a Draft status.

» Forms that are Returned.

» Forms that are Cancelled by the employee.

» Forms that have been Submitted for approval.

» Forms that have a status of Action on the approver or accounting staff's work queue.

The update task is performed after the Travel Advance has Final Approval and the Form
Status window shows “TA Ready for Extract” with a status of “Pending”.

Step 1: Form is “Ready for Extract” with a status of Pending.

File Edit  ‘iew Sort Help

]Ij @ @ % Prﬁ’ile @ \-"iew:l.ﬂ.ll—

MWew Open  Print  Status Help
© Crested  [C|E|c| Matme | Status | DwnEr | Type
| 04002003 PTR 561 Draft Eileen L McDonald  Expense Reimbursement Form
| 2 San Francizco Training & 0403 BT Sub Draft Eileen L McDonsld  Expense Reimbursement Form
3 (-] {e] Eileen L McDonald  Travel A nce Form

0328103 bed ¥ ¢ : : . eimbursement Form
22503 B8 Form Statu: [03/26/03 TA L] . eimbiLrsement Form
02i2503 E ' [ — eimbursement Form
020503 B L: Mame: | Eileen L McDanald [EEiEEy | jcrmboresment Form
0zi2ams B4 o s simbursement Form
nxzsms A o eport [03128003 TA 1 imbursement Form
o2iimz BY 0 Reference #:| TAFOOODOT 502 Status: | Completed sitmburzement Farm
o2i1m3 B4 ¢ oo simbursement Form
LTl e R 7 ==l Paime Action Taken | Receive Date. | Action Date = | pance Form
02106403 N o cDonald T Sybmitted eitnbursement Form

B N, . B
0208103 ﬁ : -0 [Debie L Le= Final Approver and simhrsement Farm
020503 ! %3¢ [Department Technician Group gimbursement Form
o2osm3 B 520 |Final Approver TA Ready for Extract. simbursement Form
02005003 g ' '\_-;;a | rp A MENT STATLS eimbursement Form
g4z B4t 0 T4 Ready for Extract Pending 0302503 _=| peimbursement Form
020403 b 1] - - eimbursement Form

Continued on next page.
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IV. Update Travel Advance (continued)

Step 2: The Daily Pay process is run and form is available for retrieval.

After receiving Final Approval, the form will automatically be scheduled for the “Daily Pay”
process, which is a daily batch process run by CalATERS after close of business. After Daily
Pay is run, the form will be available for retrieval and update in CalATERS System

Administration.

Before you can update a Travel Advance, you must be able to identify the Travel Advance
form number, e.g. TAF000000330. Report 29 - “Approved Travel Advance(s)” is run daily
after close of business. It can be used to identify Travel Advance numbers. Otherwise,

manual tracking is necessary.

Sample Report #29:

Approved Travel Advance(s) Ready For Payment

As of COB July 3, 2003

Department: 0001 State Controller's Office — Training

User ID Name Department Department
Index Approval TAA t Date Check Delivery Option *Transaction Check Check
Code TAID Date moun Needed (Blank=Pick Up) Code Number Issue Date
SCODFAN Fan,D C 916-322-1234 M
TAF0000000505  07/03/03  $300.00 07/08/03
SCOSWILD Wild, SW T
TAF0000000509  07/03/03  $250.00 07/07/03
Total: $550.00
Department Check Issued By:
TA Posted to CalATERS by:
*Transaction Code M — Produce ORF check manually
*Transaction Code T — Produce ORF check via automated checkwriter
Page 2 of 3 State Controller's Office — CalATERS Report #29 Thursday, July 3, 2003

Step 3: ORF Check Issued from Department Accounting System

The department will issue a check from an Office Revolving Fund system. This task is
external to CalATERS. Checks can be issued before the “Daily Pay” process, however,
Report 29 — Approved Travel Advances will not be available so Travel Advance numbers

will need to be manually tracked.

Continued on next page.
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IV. Update Travel Advance (continued)

To update a Travel Advance:

Key the Travel Advance number in the Report Key field.

(This is the 12-digit number that was automatically assigned by CalATERS, for example
TAF000000854. This number is displayed in the Reference # field on the Work Queue and
on Report 29 - Approved Travel Advance(s).

Click the | Fetieve | ptton.

| CalATERS System Administration - Test - https://test.calatersapp.s 0v:5053 [ |
&k System Administration e
{Travel Advance Recovery |

Ao | Re’friavek [Hptiete I Es I Cancel I

Key Travel Advance (TAF#)
and click Retrieve.

Employes Uzer D I

ORF I I—EAgency Marme: E

ORF Check Mumber: [ Produce ORF Check Marwaly? [ =]

CRF Check Amount: -_|:||:||:| Incles: |_‘_
ORF Check lssue Date: [ 1 { = FFY: |

Ta& Original Amount: 0.00 Ta& Outstanding Amount: .00

@ Travel Advance Formn Options

Report Key: [tafonoooossa]

Check Return Date: [7 7 =
Check Return Reason; -

Continued on next page.
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IV. Update Travel Advance (continued)

The Employee User ID, Agency Name, Produce ORF Check Manually?, Index, FFY, ORF ID,
Travel Advance Original Amount and Travel Advance Outstanding Amount are displayed.

The ORF Check Number, ORF Check Amount and ORF Check Issue Date fields are
available.

Complete the ORF Check Number, ORF Check Amount and ORF Check Issue Date fields.
To select an ORF Check Issue Date, key date into the field or click on the calendar button Jid |
next to the field. When the calendar displays, clicking on the arrows <« » next to the
calendar month, will display the month before (« ) or the month after ( »).

Note: The ORF Check Amount must be equal to the amount displayed in the TA Original
Amount field.

When all fields are completed, click the &I button.

: CalATERS System Administration - Test - https://test.calatersapp.sco.ca,qov:505: - 0] x|

& System Administration et |

Travel Advance Recovery |

e l FEEyE l |pciate I [T Cancel !

@ Travel Advance Form Options

Repart Key: [taf000000854 Employee User ID: |LTED]

ORF ID; [oEat (= |#aency Name: [State Cortraller - Deja vu =]

ORF Check Number: [1200 Produce ORF Check Manually? NG =]
ORF Check &mourt: 27500 Inclex: [1100
ORF Check lssue Date: 10701 i Complete ORF FFy: |2001
Check fields.
4 November 2001
TA Original Amourt: | S0 Mo Tu e Th Fr Sa TA Qutstanding -ﬂ-mDUI'ltl 27500
28 29 30 31 1 .2 3
4 '5 B Tls a it
na l:_‘.l 1! .I-.- q : -!L: ] '
Check Return Date: | & 38 2002 22 =3 &4
Check Return Reasom: [ = © S
> 8 5 & 1 8
oda Hone. |

Continued on next page.
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V. Update Travel Advance (continued)

The Processing Request screen displays. (Note: Once the ORF check issuance information
is added, it cannot be changed or deleted.

Processing Request

Once done you CANMOT undo.
Avre you sure you want to update the ORF Travel Advance Infarmatian

Yes

Click il to update the Travel Advance.

The Request Processed confirmation message displays.

Request Processed ) i(j

The report key TAFO00000554 updated 'Succesﬁully:

. button.

Exit

You can now Add, Retrieve, or Clear another Travel Advance or click the
button to exit Travel Advance Recovery.

Continued on next page.
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V. Clear Travel Advance

The Clear Travel Advance function removes a Travel Advance from the recovery process. It
is generally used when Travel Advance checks are returned or when the employee provides a
personal check or cash for the entire balance of the advance.

Cleared Travel Advances will be taken out of the CalATERS Travel Advance recovery
process so that they will no longer display or be scheduled for collection on Expense
Reimbursement forms.

IMPORTANT:

The Clear Travel Advance function does not update your Office Revolving Fund (ORF)
system. To ensure proper reconciliation, correct the Travel Advance information in your ORF.

The Clear Travel Advance function can only be used to clear the full TA Outstanding Amount
(original Travel Advance amount minus any amount collected on another Expense
Reimbursement that has been approved by Accounting). Partial amounts cannot be cleared
from the System Administration -Travel Advance Recovery screen. Example: employee
submits a personal check for $75.00 to pay an outstanding $100.00 Travel Advance. The TA
Outstanding Amount shows a balance of $100.00 still owing. The $25.00 difference must be
recovered on an Expense Reimbursement (approved by Accounting) before the TA
Outstanding amount of $75.00 can be cleared.

Continued on next page.
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V. Clear Travel Advance

To clear a Travel Advance:

You must first Retrieve the Travel Advance. Key the TAF number in the Report Key field and
click the = Fetrieve l button. The form is retrieved.

Verify that the TA Outstanding Amount is the amount that you want to clear. This amount
can be less than the TA Original Amount if a portion of the Travel Advance has already
been collected on an Expense Reimbursement form that has been approved by the
Accounting Office. When this advance is cleared, any Travel Advance amounts scheduled for
recovery on in-progress Expense Reimbursement forms (not yet approved by Accounting) will
be removed from the recovery process.

To clear the advance, complete the Check Return Date and Check Return Reason fields.
To select a Check Return Date, key date into the field or click on the calendar button ]
next to the field. When the calendar displays, clicking on the arrows <« » next to the
calendar month, will display the month before () or the month after ( »).

Clear

When both fields are completed, click the ___] button.
i CalATERS Train - https://calatersapp.sco.ca.gov Hi=] E3

£ System Administration Ext

Travel Advance Recovery :

-----

iy J] [Hhmiate J Clear i Cancel !

@vaefmg Form Opiions 3) Press Clear to
clear Travel
Report Key: It_afnnnnnm?n Advance. oy Lizer O 1EMF‘L24D

ORF ID: IIIIIIIIIIZ HAQEHCY Name: |SCO/Sacramenta E
ORF Check Mumber: I123 Produce ORF Check Manually? !NO 3

ORF Check Amaunt; I 200.00 Incle: i

ORF Check lssue Date: [oamtmz 5] FFY: |
TA& Criginal Amount; I 200,00 Ta& Outstanding Amount: I 200,00

Check Return DateJ11m7mz 8]l — 1) Verify TA
Check Return Reason/ 1 Triy cancelled (Employes check # 1732 Outstanding
Amount.

2) Key date and
reason for return.

Continued on next page.

Travel Advance Administration 17 manual_ta.doc 08/20/03



V.

Clear Travel Advance (continued)

The Processing Request screen displays. (Note: Once cleared, the Travel Advance cannot
be retrieved again.)

Processing Request

Ornce done you CAMNMOT undo. : _
Are you sure you want to clear this Traval Advance

Yes

Click il to clear the Travel Advance.

The Request Processed confirmation message displays.

Request Processed N _25!

The report key TAFOOOD00S54 cleared successfully.

Click the L 4 button.

You can now Add, Retrieve, Update or Clear another Travel Advance or click the

it
= button to exit Travel Advance Recovery.

Reconciliation with Department ORF

When Travel Advances are cleared through CalATERS, they are taken out of the Travel
Advance Recovery process and will no longer display on Expense Reimbursement forms.
However, the department’s Office Revolving Fund (ORF) system may still show the Travel
Advance with an outstanding balance. The ORF will need to be manually updated to reflect
the current balance of the advance to ensure proper reconciliation.
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VI. Reissuing Advance: Travel Advance Amount on CalATERS is Incorrect

When the Travel Advance amount approved using CalATERS is different than the amount
actually issued from the department ORF, you will need to clear the Travel Advance off of
CalATERS and reissue the Travel Advance with the correct amount.

(Note: If your department uses the System Administration, Travel Advance Recovery screen
to “Update” check issuance information, the Travel Advance must be updated first before
“clearing” see Section V. Update Travel Advance.)

If you do not clear the original Travel Advance, CalATERS will attempt to recover the amount

that was approved on CalATERS, which may be more or less than what is reflected in the
department ORF. You have two options for reissuing the Travel Advance:

1) “Clear” the original Travel Advance then add a new Travel Advance manually using the
System Administration, Travel Advance Recovery screen. The newly added Travel
Advance will then display on the Expense Reimbursement form, Travel Advance
Recovery tab. For additional information see Section lll. Add Travel Advance.

2) “Clear” the original Travel Advance and instruct the employee to submit a new Travel
Advance using CalATERS. The form will be approved using CalATERS and a check will
be issued (either manually or automatically using an interface). The Travel Advance form
will be viewable from the employee’s, approver’s and accounting staff’'s work queue. The
Travel Advance will display on the Expense Reimbursement form, Travel Advance
Recovery tab.

VII. Automated Travel Advance Interfaces
Departments using interfaces between CalATERS and their Office Revolving Fund (ORF) will
have special considerations in Travel Advance processing.

Note: Departments participating in CALSTARS should also reference CALSTARS procedures
for CalATERS processing.

CalATERS to Department ORF Interface

In this interface, CalATERS sends a file to the department ORF with Travel Advance
information so that checks can be issued. If the department is using an automatic check
writer, checks will be issued automatically.

Department ORF to CalATERS Interface

After checks are issued, for some departments, the Department ORF to CalATERS Interface
will provide CalATERS check issuance information, including check number, issue date and
amount. Check with your department to verify if you will be using this second interface
process.

When using the Department ORF to CalATERS Interface, manual update of Travel Advances
is not necessary. Departments that do not use this interface must “Update” Travel Advances
manually. See Section V. Update Travel Advance.
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