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Creating Vouchers
Quick Reference Card

Vouchers allow you to submit your travel
expenses for reimbursement.

You can create vouchers in the following
situations:

e After your authorization is approved
and before the first day of travel
(pre-trip voucher - if enabled for
you)

e During your long-term travel, or
when your travel is complete
(incremental or final voucher)

e After your final voucher has been
approved (supplemental voucher)

See UG40-Creating Vouchers for
detailed information.

Process Overview

1. Click the Create Voucher link on your
To Do List, or go to the Trip Dashboard
by clicking the Show link for the trip on
the Trips tab and then click Create
Voucher. The Basic Information
page appears.

O LD Click to create voucher.

Complete Travel Authoresfion 157616 for E2 to Denver, CO, United States
departing 15-Jany .

Create Voucher £hr Travel Authorization 156554 for E2 Solutions training to
BOSToT,TE, Uniited States departing 15-Oct-2011.

To Do List Create Voucher link

2. Complete each workflow step. Required
fields are marked with an asterisk.

3. Review the voucher from the
Summary step. When you are
satisfied, click Send to Approver.

Completing Workflow Steps

Basic Information

Basic Information

Type of Travel: Site visit
Specific Travel Purpose:  inspections
Trip Begin Date: 13-Apr-2011
Trip End Date: 18-Apr-2011
Claim Expenses Between:

Begin Date: 13-Apr-2011

End Date:* [18-Apr-2011

Document Number: 6C201103083991910

For this trip this is the:*  [Not Final Voucher v

Basic Information page

1. Enter or select the voucher cut-off date
(end date for expenses on this
voucher).

2. Indicate if this is the last voucher for
your trip.

Tip: A "Final Voucher and Update Site
Details" selection is available if your
travel policy allows itinerary changes to
be made directly on a final voucher,
bypassing the need to amend the
authorization when your travel plans
changed during the trip. Selection of
this option inserts a "Site Details" step
in the workflow, where you can make
your itinerary changes. See QRC42 -
Changing Itinerary on Final
Vouchers for more information.

3. Click Save and Next Step.
Expenses

Vouchers automatically include certain
estimated expenses from the authorization,
and may reflect adjustments for pre-trip
expenses. Expenses may be included at a
zero dollar amount (0.00).

Expense Information
” Click to copy expense to
Agency Billed: 200.00 another date.
Travel Charge Card:  14.00
Traveler: 680.50

Amount: 894.50

Click to update expense.
Filter Options

Order by: [Date v| __ Sort Ascending Sort Descending

pate  Type Amount Description PayTo Alerts \  Modify Cgly Delete
01-Sep-

SESP e s 0000 s Aoy Bles [ D
vise Lodgng experse n Bstnore, D, Unted
Stotes nluang agng xes T =D

o Lodging 43200
Battimore, D, United States  Traveler

01-Sep-

o leas ang Incidents)

Modity

04-Sep-  Voucher Transaction
] = 14.00 Voucher Transaction Fee.

Travel Charoe

“° Click to delete expense.

Atochmentl] Romork | Rechocs@
pense Click to add an expense.

Next Step |

Expenses page
1. Review and make Pay To selections.

e Click the Modify link to make
changes.

e Click the Add New Expense link to
add an expense. (If available, click
the Add Credit Card Expense link
to select a charge card transaction
as an expense.)

e Click the Copy link to copy to
another date.

e Click the Delete link to delete an
expense.

2. Click Next Step.
Accounting

If you do not select accounting information,
click Save and Next Step to move to the
next workflow step. If a warning message
appears, click Save and Next Step again.

Accounting

Amount Percent Balance  Addto
Allocated Allocated Available  Favorites

Sfevsis 2005 ADUIADUN 1000 ALD CORP T [omw veees A ook

Total: $894.50 100.00%

Description  Account Code Delete

Remaining amount to be allocated: 50.00
Total claim amount: 5894.50

Select Account Codes &

SeveandextSiep | Save | coveosim s

Accounting page
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1. Review accounting information.
Allocations should total 100% of your
voucher expenses.

e To select accounts to fund
expenses, click the Select Account
Codes link.

e To split funding between multiple
accounts by expense type or date,
click the Split Funding link.

2. Click Save and Next Step.

Liquidations

This step appears if you received a travel
advance. Advances must be liquidated.

If this is a final voucher, E2
automatically calculates the maximum
amount available for liquidation. Click Next
Step to continue.

Liguidation Information

Advance Amount Outstanding: 579.44
3770.50
D) If this is not your final
voucher, you can enter a
smaller Advance Amount to
Liquidate.

et Bue 1o Traveler: 319106
Outstanding Advance to be Repaid: 0.00

Save andNextstep | save |

Liquidations page
If this is an incremental voucher:

1. Enter the Advance Amount to
Liquidate. (Maximum is the lesser of
the Advance Amount Outstanding or
Pay to Traveler Expenses.)

2. Click Save and Next Step.

Payments

This step appears if you can select how you
are reimbursed for expenses designated as
Pay To Traveler.

Traveler Payment Information

Aetust Paymart Amount Amountusn PP Coruncy  detetn

tusbows [ o000 [ 377080
Tatat: arms
Remaining amourt to be llocaters: ™
Click to select a payment option, make
changes or split your payment between
multiple accounts —————
save and Nextstep | save e

Payments step

1. Review and make changes.

e Click the Select Payments link to
select an account or method of
payment.

e Update the Amount USD field or
the Actual Payment Amount field
if the payment selection is foreign
currency.

2. Click Save and Next Step.

Summary

Step 5 : Voucher Summary @
| 1 - e Tripio: v . Voud en Vauchar
g o205

(p In sccordance with Federal requlations l sinole §75.00 should period of 6
vears and 3 months.

Basic Information - Edit Details

Claim Expenses Between:
Begin Date: 25-Sep-2012
£nd Date: 27-sep-2012

Document Number: 2
Far this trip this is the; Not Final Voucher

Expenses - Edit Details

Agency Billed: 340.20
Traveler: 459.64

Amaunt Parcant
Aliocated Allocated

Deseription  Account Cooe Oniigated Baisnce

nnnnn

Total: £798.84 100.00%

Remaining amount to be s0.00
allocated:

$795.84
Total claim amount:

Payments - Edit Details

Travel Policy Justifications
Travel Policy Warnings
City Pair Information
Audit Warnings

Remarks - Edit Details

Receipts and Attachments - Edit Details

Send to Appraver ‘

Summary page (some sections collapsed)

1. Review the voucher and make sure
your entries are accurate. Click the Edit
Details link in any panel header to
return to that workflow step to make
changes.

The Travel Policy Justifications, Travel
Policy Warnings and City Pair
Information sections are informational
only and reflect information and
selections made from the authorization.

The Audit Warnings section is an
optional section that appears if the
voucher may be a candidate for audit.
This section lists the reasons the
voucher may be selected for audit.

2. When you are satisfied, click Send to
Approver. A Confirm Action window
appears.

3. Read the voucher acceptance policy.
When you submit the voucher, this
acceptance is logged and becomes part
of the trip history.

4. Click Confirm.

You will receive email notifications as your
voucher moves through the approval
process, and when it receives final
approval for payment.

Release 16.1 - March, 2016

E2 Solutions is a trademark of CWT.
All other marks are the property of
their respective owners.

© 2012 - 2016 CWT. All rights
reserved.

CWTSatoTravel Web Site:
http://www.cwtsatotravel.com

CWTSatoTravel

Proprietary & Confidential


http://www.cwtsatotravel.com/

