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PROJECT e-NOVA

Travel Voucher:  How to create a form DD1351-2 in SAP 
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	Perform these steps to create a Travel Voucher (Form DD1351-2) 

	
	Drill-down Path
	Employee Self Service Travel ( Travel Manager ( Print Travel Forms


1. Enter the Personnel number of the traveler, as well as the trip number, for which the voucher will be created:
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	Field Name
	Required/Optional
	Description

	Personnel number
	Required
	Enter the traveler’s personnel number or click the search icon [image: image3.bmp] and conduct a search using the traveler’s name.

	Trip number
	Required
	Enter the number of the trip for which you are creating a travel voucher, or “claim”.  If you are unsure of the trip number, click the search icon [image: image4.bmp] to conduct a search of all open trips.
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.  The following screen appears:
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3. Click ‘Create A New Voucher/Subvoucher’ if you have not yet created a voucher for this trip.  Click ‘Change An Old Voucher/Subvoucher’ if a voucher has already been created, and are making changes to it.

4. If you are creating a new voucher, the following screen will appear:
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5. Under the ‘Itinerary’ tab, enter all relevant information.  (NOTE:  None of the fields within the 1351-2 Travel Voucher are “required”.  You can print the form without entering any information and then complete it manually.  Yet, information related to accounting classification and financial details will be captured and will appear on the form.  If you would prefer to complete the form manually, follow all previous steps and then click [image: image8.png][E) save And Print



, skip to step 10.)    If you would prefer to complete the voucher in SAP, enter the following:

	Field Name
	Required/Optional
	Description

	Date (DEP)
	Optional/Default
	Date will default if Travel Form 1610 completed

	Place
	Optional/Default
	Place will default if Travel Form 1610 completed

	Means/Mode of Travel
	Optional
	Enter appropriate abbreviation for mode of travel.  If abbreviation is unknown, click [image: image9.bmp] to conduct a search.

	Reason For Stop
	Optional
	Enter appropriate abbreviation for mode of travel.  If abbreviation is unknown, click [image: image10.bmp] to conduct a search.

	Lodging Cost
	Optional
	Enter amount, if applicable.

	Poc Miles
	Optional
	Enter mileage, if applicable.

	Date (ARR)
	Default
	Date will default if Travel Form 1610 completed

	Place
	Default
	Place will default if Travel Form 1610 completed

	Continue making entries, as necessary.
	Optional
	


6. Click the ‘Expense/Meals’ tab.  The following screen will be displayed:
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Verify Data for accuracy.

	Field Name
	Required/Optional
	Description

	Date
	Optional/Default
	Date will default if Travel Form 1610 completed

	Nature Of Expense
	Optional/Default
	N.O.E. will default if Travel Form 1610 completed

	Amount
	Optional/Default
	Amount will default if Travel Form 1610 completed 

	
	
	Continue entering data, if applicable.
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 tab.  The following screen is displayed:
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8. Enter remarks, if necessary..

9. Click [image: image14.png](&) save And Print



.  

10. Enter the appropriate Output Device:
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11. Click [image: image16.png]@3 Print preview



.  The form will be opened with Adobe Acrobat.  To print the form, click the printer icon [image: image17.bmp] in the Adobe Acrobat toolbar.
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