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CEFMS BUSINESS PROCESS GUIDE FOR HECSA

CHAPTER 15 ‑ TRAVEL ADVANCES

1.  PURPOSE

This chapter of the Business Process Guide (BPG) outlines the procedures to be followed in requesting and settling travel advances.  It also includes travel advance information available when viewing or printing travel orders or travel vouchers.  For guidance on travel orders, see Chapter 11 - Travel Orders.  For guidance on travel vouchers, see Chapter 12 - Travel Vouchers.  

To provide USACE travel guidance, the USACE Finance Center (UFC) published a Standing Operating Procedure, SOP No. UFC 98-05.  To access this SOP on the internet, use URL  http://www.fc.usace.army.mil/Publications_a/pub_a.html  which takes you to the UFC Publications page.  Scroll down, under “External Publications,” to line number 5, entitled “TDY, PCS, and Local Travel Procedures” and click on “PDF” on the right-hand side of the line.  The date of the last revision is shown beside the title.  
Local guidance is provided for HQUSACE, the 249TH Engineer Battalion / Prime Power School, HECSA and IWR in the HECSA Financial Management Memorandum of Instruction (MOI# 37-1-00-11), for Issuance and Repayment of Travel Advances.

2.  GENERAL

When an advance is needed, the traveler (or someone in his/her behalf) must create travel orders with a Y in the Advance Requested field and the date it is needed in the Advance Payment Date field.   Then, the traveler (or someone in his/her behalf) must manually originate a travel advance request (DD Form 1351) for a Treasury check or Electronic Funds Transfer (EFT) travel advance.  Once funds are advanced to the traveler, the advance may be viewed in CEFMS.

The travel voucher should be submitted in CEFMS within 5 business days after the travel is completed.  The advance will be considered in the travel voucher settlement process, and the U.S. government will be reimbursed first.  If the advance is not satisfied (fully reimbursed) in the settlement process, the traveler will be billed for the balance.  

3.  WHAT’S NEW IN CEFMS

This is the initial publication of BPG 15, Travel Advances.

4.  REQUIRED ACCESS PERMISSIONS

Since travel advance information is created manually and not entered into CEFMS until the DD1351 request reaches the USACE Finance Center (UFC), no CEFMS permissions are needed locally to create or approve a UFC travel advance request.  

Your Office Chief determines who may manually create, approve and forward to the HECSA Finance and Accounting Officer (FAO) a DD1351 travel advance request for a Treasury check or Electronic Funds Transfer (EFT).

Cash advances obtained at an Automated Teller Machine (ATM) are not requested or approved in CEFMS, so no additional CEFMS permissions are needed for the traveler to obtain ATM travel advances.

5.  ELECTRONIC SIGNATURE REQUIREMENTS

Since requests for travel advances from the UFC are not locally entered into CEFMS, electronic signature is not required locally for their creation or approval.

6.  DOCUMENT FLOW

The two types of travel advances may be obtained either by using the government travel credit card to obtain cash at an Automated Teller Machine (ATM) or by requesting a Treasury check or Electronic Fund Transfer (EFT) payment from the USACE Finance Center (UFC).  The document flows are described separately as follows:

a.  ADVANCES FROM AN AUTOMATED TELLER MACHINE (ATM)

A traveler who has a government-sponsored travel credit card should obtain any needed cash advance(s) by using the travel card at an ATM.  The ATM advance is not recorded into CEFMS.  However, there are still the following documents to note:

(1)  An ATM receipt should be provided for the traveler’s records at the time the traveler gets the cash withdrawal.   

(2)  After completing the trip, the traveler creates a CEFMS travel voucher in which actual travel expenses (including fees charged to use the ATM) are entered.    

(3) The travel card company invoices the traveler directly for advances (cash withdrawals) and associated fees.  The traveler is expected to use the split disbursement feature on the travel voucher to pay the credit card company directly from CEFMS.  Of course, if there is any remaining balance, the traveler is expected to pay the credit card company’s invoice promptly.

b.  TREASURY CHECK OR EFT ADVANCE PAYMENT FROM THE UFC

Travelers who do not have a government-sponsored travel card may request a check or Electronic Funds Transfer (EFT) travel advance.  The resulting document flow is as follows:

(1)  The traveler manually prepares a DD1351 request for a Treasury check or Electronic Funds Transfer (EFT) travel advance.

(2) The travel advance request (DD1351) is signed by the Travel Approving Official (TAO) and then sent to the HECSA Finance and Accounting Officer (FAO).  If the Travel Approving Official is unavailable, the created but unsigned travel advance request (DD1351) may be sent directly to the HECSA FAO.  A copy of the related travel orders must accompany the DD1351.

(3) The HECSA FAO reviews and signs or initials the DD1351.  If the TAO signed the request, the HECSA FAO then only needs to initial it.  If the TAO has not signed it, the HECSA FAO must fully sign the DD1351 travel advance request.

(4) The HECSA FAO must fax the DD1351 travel advance request and the accompanying travel orders to the UFC.

(5) At the UFC, the travel orders and the DD1351 request are reviewed and the travel advance is created in CEFMS.

(6) The travel advance is disbursed to the traveler’s designated EFT account or mailing address shown on screen 10.131.

(7) The CEFMS advance is settled (liquidated) when a travel voucher is processed or when the traveler reimburses the government.

7.  ATM TRAVEL ADVANCES

Your Office Chief determines who may be eligible to receive a government-sponsored travel credit card from the travel credit card company.  Once a traveler receives the travel credit card, all subsequent travel orders should automatically have Y in the Credit Card field.  (See Chapter 11 - Travel Orders.)  

After receiving a government-sponsored travel card, the traveler is expected to use the travel card to pay for government travel expenses and/or to obtain any needed government travel-related cash advance.  Most travelers obtain an advance in cash from an ATM.  The traveler is expected to use the travel card in an authorized manner. 

The Procedures paragraph, 2k, of the UFC SOP No. UFC 98-05 provides guidance for ATM travel advances.  Currently, it includes the following information: 

(1)  ATM withdrawals are to cover expenses where payment cannot be made by travel card.

(2)  ATM withdrawals are not to exceed eighty (80) percent of the sum of Meals and Incidental Expenses (M&IE), miscellaneous expenses and registration fees or any other expenses where payment will not be made with a travel card. Traveler may not claim reimbursement for ATM fees in excess of this amount.

(3)  Lodging expenses are excluded from the advance.

(4)  Travel card ATM withdrawal limit is $200 (includes the service fee) daily but not to exceed $500 within a billing cycle (month).

(5)  The withdrawal fee plus any service fee charged by the government-sponsored charge card is to be claimed as a miscellaneous expense.  In the “Remarks” section, state the amount of the advance and fee.  For example, “ATM withdrawal $200 X 3% = $6.00 + service fee $2 = $8.00.”

After the ATM advance is created, the travel card company (currently Bank of America) will send an invoice directly to the traveler for payment of the ATM advance (cash withdrawal), related ATM fees, and purchases made by using the travel card. Once invoiced, the traveler is responsible for timely payment to the travel card company.

8.  TREASURY CHECK OR EFT ADVANCES
a.  TRAVEL ADVANCE PREREQUISITES

The USACE Finance Center (UFC) will only issue a travel advance after all of the following conditions are met:

(1)  A set of travel orders (DD1610 or DD1614) must be created, fully signed, and printed.  The orders must have a Y in the Advance Requested field and a date in the Advance Payment Date field.  NOTE:  Travel orders cannot be printed until after the Authorizing Official has signed with a Y (i.e., all four signatures exist).  

(2)  A DD1351 must be created and signed / initialed as follows:

(a) Signed by the Travel Approving Official and initialed by the HECSA Finance and Accounting Officer (FAO), or

(b)  Signed by the HECSA FAO if the Travel Approving Official is not available.

(3)  The signed DD1351 and travel orders must both be sent to the UFC.  Faxes will be accepted at 901-874-8570.

(4)  The traveler does not have a government-sponsored travel card.  The Credit Card field on the travel orders should be blank.  If the Credit Card field is wrong, do not create the travel orders until after contacting your Agency Program Coordinator, Ms. Tammy Banks, at 428-7165 and seeing that the Credit Card indicator is correct in screen 10.131.

(5)  The advance does not exceed eighty (80) percent of the sum of meals and incidental expenses (M&IE) per diem rate, miscellaneous expenses, registration fees, etc.

(6)  The amount of the travel advance is equal to or greater than $100.00.

b.  CREATE A TRAVEL ADVANCE REQUEST

A travel advance request must be typed or legibly printed on a DD1351, which may be found in FormFlow.  A copy of DD1351 is shown below:  

[image: image1.jpg]BUREAU VOUCHER NUMBER D.0. VOUCHER NO.

TRAVEL VOUCHER
. PAYMENT FOR PAID BY
1. ADVANCE OF TRAVEL ALLOWANCES (70V/TAD) 6. TRANSPORTATION OF DEPENDENTS
2. ADVANCE OF TRAVEL ALLOWANCES (PCS) 7. DISLOCATION ALLOWANCE
3. ACCRUED PER DIEM FOR TDY/TAD 8. TRAILER ALLOWANCE
4. SETTLEMENT OF TDY/TAD TRAVEL 9.
5. SETTLEMENT OF PCS TRAVEL 10.
Il INDIVIDUAL PAYMENT
1. PAYEE (Last Name, First, Middle Initial) 2. RANK OR GRADE 3. SOCIAL SECURITY NUMBER A

4. ORGANIZATION AND STATION

5. TRAVEL ORDER

6. ADVANCE OF TRAVEL ALLOWANCES ELECTED BY ABOVE-NAMED MEMBER AS FOLLOWS:

7. CHECK NUMBER 8. CHECK DATE 9. AMOUNT PAID 10. DATE PAID 11. RECEIVED IN CASH (Signature of payee)
. PAYMENTS CONSOLIDATED

1. PER SUBVOUCHER NO. THROUGH ATTACHED 2. PER TRAVEL ALLOWANCE PAYMENT LISTS ATTACHED

V. APPROVED FOR PAYMENT (When required by individual service regulations)

1. TYPED NAME AND TITLE 2. SIGNATURE

V. REMARKS

VL. ACCOUNTING CLASSIFICATION(S)

$

COMPUTED BY AUDITED BY POSTED TO TVL RECORD BY DATE ENTERED AMOUNT PAID

DD FORM 1351, JUL 65

FORM APPROVED BY COMPTROLLER GENERAL, U.S.2 JUN 1965

USAPPC v4.00




Figure 15-1.  DD1351.

Guidance to complete the DD1351form is as follows:

DD1351 – INSTRUCTIONS AND GUIDANCE

BLOCK #  and  BLOCK TITLE

ENTRY IN THIS BLOCK

I.
PAYMENT FOR


Enter a check mark or an X in the box to the right of option 1 for a TDY travel advance or option 2 for a PCS advance.  

II.
INDIVIDUAL PAYMENT



    1.  PAYEE




Enter the last name, the first name and the middle initial of the person to receive the travel advance.

    2.  RANK OR GRADE


Enter the traveler’s rank or grade.

    3.  SOCIAL SECURITY NUMBER
Enter the traveler’s Social Security Number.

4. ORGANIZATION AND

Enter the traveler’s organization (e.g., STATION



HECSA) and station (44213).

5. TRAVEL ORDER 


Enter the travel order number for which the traveler needs the advance.

6. ADVANCE OF TRAVEL 

Enter the amount of the requested advance.

ALLOWANCES ELECTED BY 

ABOVE-NAMED MEMBER 

AS FOLLOWS:

7. CHECK NUMBER


Leave blank.

8. CHECK DATE


Leave blank.

9. AMOUNT PAID


Leave blank.

10. DATE PAID


Leave blank.

11. RECEIVED IN CASH 

Leave blank (do not sign).


(Signature of payee)

DD1351 – INSTRUCTIONS AND GUIDANCE

BLOCK #  and  BLOCK TITLE

ENTRY IN THIS BLOCK

III. PAYMENTS CONSOLIDATED

1.  PER SUBVOUCHER NO.

Leave blank.

THROUGH

ATTACHED

2. PER 




Leave blank.

TRAVEL ALLOWANCE 

PAYMENT LISTS ATTACHED


IV. APPROVED FOR PAYMENT

1. TYPED NAME AND TITLE
Type the traveler’s name and title.

2. SIGNATURE



The traveler signs.

V. REMARKS



Enter the reasons for the travel advance and any appropriate comments.

VI.
ACCOUNTING CLASSIFICATION
Leave blank.

c.  SETTLING A TRAVEL ADVANCE
Within 5 business days after completion of the travel, the traveler should submit a travel voucher.  If the traveler received an EFT or government check advance, the USACE Finance Center (UFC) will deduct the advance amount from the total entitlement amount calculated on the settlement.  (See Chapter 12 - Travel Vouchers.)  The traveler will receive the difference.  If the entitlement is less than the advance amount, the traveler is billed to return the unused portion of the advance to the UFC. 

d.  RE-PRINT TRAVEL ORDER WITH ADVANCE AMOUNT

Travel Advances are entered into CEFMS by the UFC after the original travel orders have been fully approved, printed and transmitted to the UFC with the DD 1351.        Re-printing the travel orders after the advance is disbursed shows the total amount of travel advances on the travel orders, and the advances will be considered in the travel voucher settlement.  The travel advance amount will appear in the travel orders (DD Form 1610 or DD Form 1614) block 15, ADVANCE AUTHORIZED, and in block 16, REMARKS.  While fully signed amendments may be printed, partially approved amendments will not be available for printing until authenticated.  No ATM advance amounts will be included in the travel advance amount shown on the travel orders.  

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

PRINT TO/VOUCH/LOCAL VOUCH


(18, press Enter)

PRINT TRAVEL ORDERS




(1, press Enter)

You should be at the Travel Order (DD 1610) Print Screen 12.2.A.
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Figure 15-2.  Travel Order (DD 1610) Print 12.2.A.

The screen is automatically in Query mode.  Enter the Travel Order No, Employee Id No, or Employee Name.  Click on Execute (or press F3) to execute the query.  If the query fails to retrieve the desired travel order amendment, verify that the amendment has all 4 required signatures.  (See the last paragraph of this section.)

To view orders before printing, use the arrow keys to place the cursor on the set of orders to be viewed, then press the space bar or click in the first column (SEL).  This places a check mark in the first column on the correct line.  Click on the View Travel Order button.  After viewing the orders, return to the Travel Order (DD 1610) Print Screen 12.2.A by clicking on Exit (or pressing F10).  To remove a check mark, have the cursor on the same line and either press the space bar or click on the check mark.

To print the selected (checked) orders, click on the Print Selected Records button.  You should now be on the Report Processing screen, 11.7.1.

[image: image3.png][£§v2.1.5 Report Processing 11. -10] x|
]

Action Edit Field Help

REQUEST FOR OFFICIAL TRAVEL (DD FORM 1610)

3 Humber of Copies: [ 1] Print Banner Page

Run | List Exit

Select output option after generation is done
Record: 1/1





Figure 15-3.  Report Processing 11.7.1.

Print/List When Produced:


Click on the down arrow button and click on Print When Complete.  Press Enter.  

Printer:




Click on List (or press F4) to display available printers.  Arrow Down to choose the appropriate printer.  Click on OK (or press Enter).

Days To Retain Print File:


Default is 3.  The print file generated will remain available to print for the number of days specified.  However, to print at a later time, the user must retrieve the file (dd1610x) through Screen 11.7.  Press Enter.

Number of Copies:



The default is 1.  For more copies, enter the desired number of copies.  Press Enter.

Banner Page:



The default is No.  If you want a banner page, click on Yes.

Click on Run to generate a print file of the travel orders.  A window will appear with the message shown below, “Report processed.”  Click on OK (or press Enter).
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Figure 15-4.  Report Processed Message.

A WinSig Print Utility window appears with the message, “You have received a print request from cpc25.usace.army.mil” as shown below.  Click on the “Accept” button (or press Enter).
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Figure 15-5.  Message that “You have received a print request from cpc25.usace.army.mil”.

Your cursor should return to Travel Order Print Screen 12.2A.  Click on Exit (or press F10) to return to the menu.

e.  VIEW TRAVEL ADVANCE INFORMATION

There are a variety of ways to approach viewing a travel advance as follows:

(1)  VIEW TRAVEL ORDER STATUS
Start from Menu ID A and mouse click on the following menu options (or type the

number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS


(1, press Enter)


TRAVEL







(5, press Enter)


VIEW TRAVEL ORDER STATUS




(22, press Enter)

You should now be on the Travel Order Query screen 6.33.1, as shown below:
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Figure 15-6.  Travel Order Query Screen 6.33.1.

The screen is automatically in query mode.  Enter the travel order number and click on Execute (or pressing F3) to retrieve the travel orders.

After the travel order information populates, click on Advances or press Page Down twice.  The cursor advances to screen 6.33.2 to view any advance on this travel order.  
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Figure 15-7.  View Outstanding Travel Advances Screen 6.33.2.

Advance Number 



Created by CEFMS

Adv Type




TDY or PCS

Pay Meth




EFT or TCHEK

TFO/TBO




Y is displayed if the travel advance was issued at another station and billed to the UFC by TBO.  Else, N is displayed.

Certified Date



The date when the travel advance was certified by the UFC.

Paid Out Date



The date the travel advance was disbursed to the traveler.

Advance Amount



The amount of the travel advance.

Recoup Amount 



The amount of the travel advance settled by processed travel vouchers and/or repayment from the traveler.

After viewing the advance screen, click on Exit (or press F10).

(2)  VIEW TDY TRAVEL VOUCHER

If a travel voucher has been created, any advance may be viewed clicking a link from the travel voucher.  Starting from Menu ID A, mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS


(1, press Enter)


TRAVEL







(5, press Enter)


VIEW TDY TRAVEL VOUCHERS



(15, press Enter)

You should now be on the View Travel Voucher Screen 7.32.1 as shown below:

[image: image8.png][ ve.

12 View Travel Youcher Screen

1

=lalx]|
Action Edit Block Field Record Query ESIG Help
TravelOrder o Voucher No  Voucher AmendHo  Voucher Status  Partial Type Voucher Date
IATS Status: . L
Payee Spit Disbursement
Payee ID Ho:

Mailing Addres:

Amount to be Paid to

Credit Card Company.
£ ANl € Partial € Hone
Partial
Credit Card Amount
Organization:
EMAIL Address:

Leave Statement: Days: Hours: Token Between: and
Transportation Request ot Meal Ticket o:
POC Travel Code: [ | Prepared By:
Reviewer's tlame: Date Reviewed:
View Rcct Classifications View Hinerary. View Remarks.
View Aduances View Reimbursable Expenses
pros pae. | Exseite’|-Catial viot | swe | e | ext Pane
Enter a query, press F3 1o execte, F10 1a cancel
Record: 111

Enter-Query





Figure 15-8.  View Travel Voucher Screen 7.32.1.

Query the travel order number by clicking on Query/Execute (or pressing F2/F3) to retrieve the travel orders.  You may also click on List (or press F4) and query orders by travel order number or employee ID number.  

To view an EFT or Treasury check travel advance (not an ATM advance), click on View Advances (or press Ctrl‑F3).  If an advance has been created by the UFC, information will be presented on the Travel Advance List Screen 4.172 in the following columns:  
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Figure 15-9.  Travel Advance List Screen 4.172.

Advance No. 



Created by CEFMS

Type





TDY or PCS

PMT Method




EFT or TCHEK

Cash DOV No



CEFMS-assigned voucher number when the travel advance was disbursed to the traveler.

TBO/TFO




Y is displayed if the travel advance was issued at another station and billed to the UFC by TBO.  Else, N is displayed.

Requested Pay Date


The date the traveler requested to receive the travel advance.

Advance Amt




The amount of the travel advance.

Amount Recouped



The amount of the travel advance settled by processed travel vouchers and/or repayment from the traveler.

After viewing the advance screen, click on Exit (or press F10) to return to the View Travel Voucher Screen 7.32.1.

f.  REPORTS ON THE STATUS OF A TRAVEL ADVANCE 

(1)  STATUS OF TRAVEL ADVANCES REPORT - tvadstat

To print a Status of Travel Advances Report for the traveler, start from Menu ID A and mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS


(1, press Enter)


FINANCIAL MANAGEMENT




(3, press Enter)


TRAVEL







(5, press Enter)


REPORTS







(11, press Enter)

You should now be at the Report Selection Menu 16.000, Travel Reports that is shown below:
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Figure 15-10.  Report Selection Menu 16.000, Travel Reports.  Cursor on tvadstat.

Press the Arrow Down to put the cursor on STATUS OF TRAVEL ADVANCES, tvadstat, as shown in Figure 15-9.  Press Enter.  (Or simply double click on this line.)  The cursor advances to the following Travel Advance Status Selection screen 11.2.3:
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Figure 15-11.  Travel Advance Status Selection 11.2.3.

Press Enter to advance the cursor to the Travel Order No: field and enter the travel

order number for which the travel advance was obtained.  (Alternatively, you could advance the cursor to the Employee: field and enter the Employee ID number.) Advance the cursor to OK to Proceed? and enter Y.  The cursor advances to the Report Processing screen 11.7.1 as shown below: 
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Figure 15-12.  Report Processing Screen 11.7.1  Status of Travel Advances.

Change the Print/List When Produced field to be Print When Complete.  Change the Printer field to the name of the printer needed.  Click on Run. 

A window will appear with the message shown below, “Report processed.”  Click on OK (or press Enter).
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Figure 15-13.  Report Processed Message.

A WinSig Print Utility window appears with the message, “You have received a print request from cpc25.usace.army.mil” as shown below.  Click on the “Accept” button (or press Enter).
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Figure 15-14.  Message that “You have received a print request from cpc25.usace.army.mil”.

Your cursor returns to Report Selection Menu 16.000.  Click on Exit (or press F10) to return to the menu.

The resulting tvadstat report provides the following column titles of information:

TRAVEL ORDER NO


Travel order number for which the advance was issued.

EMPLOYEE NAME



The name of the traveler who received the advance.

TRAVEL ORDER AMT.


The total amount on the travel orders.

ADVANCE NUMBER


The CEFMS number of the travel advance.

ADVANCE PMT. DATE


The date on which the UFC disbursed the travel advance.

PAYMENT METHOD


The method by which the UFC disbursed the travel advance (EFT or TCHEK)

ADV. TYPE




The type of travel orders (TDY or PCS) for which the travel advance was issued.

ADVANCE AMOUNT


The amount advanced to the traveler on the travel orders specified in the first column.

RECOUP AMOUNT



The amount of the travel advance that has been repaid.

SETTLEMENT AMOUNT


The amount of travel expenses on the travel orders had have been reimbursed.

DOV NUMBER



The voucher number that CEFMS assigned when the UFC disbursed the travel advance to the traveler.

CHECK SEQ NO



The check sequence number that CEFMS assigned when the UFC disbursed the travel advance to the traveler.

DSSN





This is the Disbursing Station Symbol Number of the office which disbursed the travel advance.  The UFC has different DSSNs for Military and Civil Works disbursements.

(2)  VIEW STATUS OF TRAVEL ADVANCES - travstat

Start from Menu ID A and mouse click on the following menu options (or type the number and press Enter):


FINANCIAL MANAGEMENT FUNCTIONS


(1, press Enter)


FINANCIAL MANAGEMENT




(3, press Enter)


TRAVEL







(5, press Enter)


REPORTS







(11, press Enter)

You should now be at the Report Selection Menu 16.000 that is shown below:
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Figure 15-15.  Report Selection Menu 16.000, Travel Reports.  Cursor on travstat.

Double-click on Title: VIEW STATUS OF TRAVEL ADVANCES   travstat (or arrow down to the line and press Enter).  The cursor advances to the Status of Travel Advances screen 11.2.4D that is shown below:
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Figure 15-16.  Status of Travel Advances 11.2.4D, View Status of Travel Advances.

Period Ending:
Month:

Populates with the current month.
  Press Enter.




Year:


Populates with the current year.

  Press Enter.

Report Option:



Click on the button (with a down arrow) to the right of the field.  The three report options are as follows: 1.  Employee, 2.  Travel Order Number, and 3.  Advance Number.   Select one option by clicking on it.   Press Enter.  The cursor automatically advances to the field corresponding to the selected report option.  Only enter data in one of the following fields:

Employee:



Click on List (or press F4), type the employee’s last name, and (if necessary) use the down arrow to identify the correct full employee name.  Click on OK or press Enter.
   Click on Run. The cursor advances to the Report Processing screen 11.7.1 shown below:

Travel Order Number

Type the travel order number.  Click on Run.  The cursor advances to the Report Processing screen 11.7.1 shown below:

Advance Number:


Type the advance number.  Click on Run. The cursor advances to the Report Processing screen 11.7.1 shown below:
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Figure 15-17.  Report Processing Screen 11.7.1 View Status of Travel Advances.

Change the Print/List When Produced field to be Print When Complete.  Change the Printer field to the name of the printer needed.  Click on Run. 

A window will appear with the message shown below, “Report processed.”  Click on OK (or press Enter).
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Figure 15-18.  Report Processed Message.

A WinSig Print Utility window appears with the message, “You have received a print request from cpc25.usace.army.mil” as shown below.  Click on the “Accept” button (or press Enter).
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Figure 15-19.  Message that “You have received a print request from cpc25.usace.army.mil”.

Your cursor returns to Report Selection Menu 16.000.  Click on Exit (or press F10) to return to the menu.

The resulting travstat report will be printed with the title of STATUS OF TRAVEL ADVANCES in columnar format where the rows describe the advance(s), general information, and/or any settlement transaction(s).  Some columns may contain 2 or 3 different types of information as follows:

First Column:


TRAVEL ORDER NO

The travel order number.


EMPLOYEE NAME


The traveler’s name.


TS AMEND



The travel settlement amendment number.

Second Column:


ADVANCE NUMBER

The CEFMS-generated advance number.


TYPE




TDY or PCS.

Third Column:


ADVANCE
PAY DATE

The date the 
USACE Finance Center (UFC) disbursed the advance to the traveler.




METHOD

EFT or TCHEK.

Remaining Columns (Only one field per column):


AMOUNT ISSUED


The advance amount disbursed by the UFC to the traveler.


VOUCHER SETTLE AMOUNT
The amount that was settled by a travel voucher.  There may multiple settlements for TDY.  PCS orders typically have a larger number of settlements.


RECOUP AMOUNT


The amount of the travel advance settled by processed travel vouchers and/or repayments from the traveler.  



   Note:  Especially for PCS or for Long Term Training TDY, the recouped amount can be less than both the advanced amount and the settled amount.  Sometimes none of those initial settlements is recouped.


AMT DUE TRAVELER

This is a calculated amount that only appears on the total line.  It represents the total settled less the total advanced amount. It is zero if the total advanced is greater than the total settled.


AMT DUE GOVERNMENT

This is a calculated amount that only appears on the total line.  It represents the total advanced less the total settled amount. It is zero if the total settled is greater than the total advanced.


DOV / COV



The Disbursing Office Voucher /Collection Office Voucher is a CEFMS-generated reference number.


CHECK NUM / BILLING NUM
The check number used to disburse the advance to the traveler or the billing number assigned to any Due US billing to the traveler.


DSSN




The Disbursing Station Symbol Number of the station that disbursed the advance to settle the advance for the traveler or that collected repayment from the traveler.
9.  VIEW A TRAVEL ORDER

From the main Menu (Menu ID A), select

FINANCIAL MANAGEMENT FUNCTIONS

(1, press Enter)

TRAVEL  






(5, press Enter)

VIEW TRAVEL ORDERS




(17, press Enter)

You should be at the View Travel Order Screen 12.23, as shown below:  
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Figure 15-20.  View Travel Order Screen 12.23.

Click on Query/Execute (or press F2/F3) to retrieve the travel orders to be viewed.  You may also click on List (or press F4) and query orders by travel order number or employee ID number.

There is a series of buttons (View Funding, View Itinerary, View Costs, View Approvals, and View Remarks) near the bottom of the screen.  Click on one button at a time, view the information, and then click on Exit to return to Screen 12.23.  View the information linked to each button.
10.  HOW TO OBTAIN AN EFT REQUEST FORM FOR TRAVEL

A UFC cash advance is obtained either as Treasury check or as an electronic funds transfer (EFT).  

An EFT disbursement will only be made after the UFC has received and processed an employee’s completed and approved EFT request form.  Furthermore, no EFT payments will be made for the first 6 days after the EFT record is created in CEFMS since the EFT system requires that time period to perform a routing accuracy check with the specified banking institution.  

Until the UFC has fully processed an EFT request form and the waiting period is satisfied, the UFC will issue a Treasury check for a travel settlement. 

To print an EFT request for travel reimbursement and to obtain instructions for completing and mailing the form, click on the following UFC internet link:

http://www.fc.usace.army.mil/adobe/pub/directdep.pdf
Note:  Separate EFT application forms must be submitted for payroll and travel payments.  To obtain a payroll EFT request form, either see your Customer Service Representative or visit your bank or credit union.

11.  HELPFUL HINTS

This section includes some helpful hints to address some of the questions and comments most frequently made by CEFMS users regarding preparation of travel orders.


a.  I cannot print my travel orders.  Orders cannot be printed until all four signatures have been entered.  Make sure that the travel orders have been completed and fully signed.  Of course, you may “print screen” at anytime.

b. I requested an advance when I prepared my orders, but no amount shows up when I print them.  HECSA F&A and the UFC may not have had enough time to process the advance.  The advance amount (check or EFT amount) will not print on travel orders until the UFC approves and disburses the advance request.

c. How can I check to see that CEFMS is correctly showing whether I have a government travel credit card?  On any menu, type 10.131 and press Enter (or click GO!).  If your government travel credit card indicator is wrong, call your Customer Service Representative at 761-0354.

d. On my travel orders, CEFMS shows that I have a travel credit card; but the card expired and was not replaced.  The government travel Credit Card indicator is linked to the Credit Card field on screen 10.131.  If it is wrong, call your Customer Service Representative at 761-0354.
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