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Create a Local Travel Voucher



Quick Reference Guide
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To enter a Local Travel Request/Voucher:

	Step
	Action

	1. Logon to SAP
	Enter User ID & Password

	2. Open Travel transaction
	Drill-down path:

Employee Self Service Travel ( Travel Manager ( Create 1610/1164

Or

Travel Management Administration ( Travel Manager ( Create 1610/1164

	General Trip Data

	3. *Enter Trip Beginning date 
	Enter manually or click the [image: image2.bmp] search button to activate the calendar

	4. *Enter Trip End Date 
	Enter manually or click the [image: image3.bmp] search button to activate the calendar

	5. *Enter 1st destination
	Type City, State 

	6. Enter Reason for Trip
	Type reason.  (ex. Meeting in Aberdeen)

	7. *Network/Operation
	Enter Network Code 

	8. *Network Activity
	Next to network code enter activity

	Mileage and per diem reimbursement

	  Miles/kms distribution

	9. Enter Mileage Reimbursement
	Click on Expand Icon[image: image4.bmp] to enter miles, Vehicle Type, Starting and Ending location

	Expense Receipts

	10. Exp. Receipt
	Select “1164 - ***” for all local travel expenses

	11. Amount
	Enter Amount of Expense

	12. Reason
	Enter explanation of expense (ie Tolls)

	13. Click Enter
	Click Enter to enter Expense Receipt Data in to table

Add additional expense receipts as necessary.

	14. SAVE Travel Request
	Trip Number will appear at the top of the screen

	15. Click on User Data Icon [image: image5.png]User data




	Click on User Data Icon to enter other mandatory fields


All Mandatory fields for SAP are denoted with an *.  Users cannot save without entering all mandatory fields.

USER DATA SCREEN 
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	Step
	Action

	User Data

	16. *Has travel been approved by supervisor?
	Answer Y (yes) or N (no)

	17. Click “Copy” [image: image7.bmp] to go to main screen
	

	To view expense report click on [image: image8.png]


 on the Toolbar. 

	Click on the “Back” icon [image: image9.bmp] to go back to the Main Screen.

	18. SAVE your data
	Click the [image: image10.bmp] button.

	19. Go to User Data [image: image11.png]User data




	

	20. Note SDN Number
	

	21. Click on “Certify Funds” [image: image12.png]@ Certify Funds




	

	22. Answer - Are you sure you want to certify funds?
	If data is complete, click “Yes” – Purchase Req and Purchase Order will be created.

If not click “No” and Purchase Req/Order will not be created.

	23. Click “Continue” [image: image13.bmp] to continue from Purchase Requisition message
	

	24. Click “Copy” [image: image14.bmp] to go back to main screen
	

	Transaction is complete there is no need to save again.  Saving again will constitute an amendment.

	Click Exit [image: image15.bmp] to get out of transaction

	After saving twice and certifying funds, if a message appears that Trip data has been changed do you wish to save, click “No”.

Data has already been saved.

	Local Vouchers will continue to require hand written signatures.


Printing an 1164:
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	Step
	Action

	1. Open Print Travel Forms Transaction
	Drill-down path:

Employee Self Service Travel ( Print Travel Forms

Or

Travel Management Administration ( Print Travel Forms

	Enter Data

	2. *Personnel No. 
	Enter manually or click the [image: image17.bmp] search button to activate search

	3. *Enter Trip Number 
	Enter manually or click the [image: image18.bmp] search button to activate search.  All of employee’s trips will appear if search is utilized.

	4. Click on STD. Form 1164
	Click on  [image: image19.png]3 STD.FORM 1164
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	Local Travel

	
	

	5. Enter Approving Official
	In first field next to ‘Approving Official’, enter personnel number of approving official or click the search icon to search by name.  After personnel number is indicated, press Enter for name to appear.

	6. Enter Authorized Officer
	In first field next to ‘Authorized Officer’, enter personnel number of authorized officer or click the search icon to search by name.  After personnel number is indicated, press Enter for name to appear.

	7. Click on Save and Print 
	Click on the Save and Print icon. [image: image21.png](&) save And Print





	8. Enter Output Device
	Enter SAP Printer name to print directly to printer.  Ensure that “Print immediately” is checked.

If you do not have an SAP Printer, skip to step 9.

	a. Click on Print
	Click on the Print Icon.

	b. Click “Back” [image: image22.bmp]
	Click on the “Back” icon to go back to the Print Travel Forms screen.

	c. Printing Complete
	

	Printing from Adobe Acrobat when SAP Printer is unknown.

	9. Enter Output Device
	Enter “LOCL” in Output Device.



	10. Click on Print Preview
	To display form in Adobe Acrobat click on Print Preview.

	11. Click on the Print Icon [image: image23.png]


 within Adobe Acrobat
	STD Form 1164 will print to PC’s default printer.

	12. Click on “Ok”
	When the Print Screen displays click on “Ok”.

	13. Click “Back” [image: image24.bmp] twice
	Click on the “Back” icon twice to go back to the Print Travel Forms screen.





‘Results’ can be used to verify estimated reimbursement





Answer Yes (Y) or No (N)








Network and Activity











Expand (if not expanded) to enter mileage when traveler uses POC. (Vehicle type defaults to private car).  Enter Starting location and Ending location for mileage.





User Data Button





Enter relevant expenses and amounts.  Choose those that start with 1164.  Add each expense to the table.





Certify Funds button


not available until request is saved twice
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