GSFC Center-Funded Academic Programs Book Reimbursement Policy
Step 1:  

Complete form GSFC 17-117 for academic course(s) and submit through your supervisor and training coordinator channels to the CDEW Office, Code 114.  Book costs should be shown on the form, but not included in the tuition total block of the form.  If approved, the purchase order will be signed by the CDEW Office, Code 114. 

Step 2:

After receiving the approved purchase order, participants should purchase their textbooks and apply for reimbursement, using the Travel Manager system.  Please refer to the attached guide for further information.  PLEASE NOTE: In Travel Manager, your Directorate specific routing lists can only be accessed by “Preparers” not “Travelers”.  Please have a “Preparer” enter your order into Travel Manager for your book reimbursements.  If you are unsure of your role in Travel Manager, please contact the Travel Manager Help Desk at x6-4100 for assistance.

Step 3:

Fax copies of receipts to Sherri Streets at x6-0302, along with a copy of your signed Purchase Order (if you have it) within one business day of releasing your local voucher in Travel Manager.

Step 4:

Retain your original receipts, along with a copy of your printed local voucher and a copy of your Purchase Order in case of a Travel Office audit of your voucher.

Step 5:

Code 114 reviews the voucher, approves the order and forwards it electronically to the Travel Office for disbursement.  The funds will be direct deposited into the same account you have on file with the Payroll Department.  Please check Travel Manager to obtain status on your order.

Entering Book Reimbursements into Travel Manager 8.0
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{Create a New Document screen}

· Select the Create a New Document icon on the menu bar.
· Select the Document Type (Local Voucher).
· Click on EID icon. (Employee ID Number).  (See next slide).

· You must provide a Document Name using the following format:

Ex: 51-114 05-01 MD (center id-preparing code-start date of class-state of school).

· Click on the Create button. 
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{Document Summary screen}

· At this screen select the Trip Purpose from the pull down.
· Select the Trip Type as “Other” from the pull down menu bar. 

· Click on the Save button to save the information.

· Click on the Continue button to go the next screen.
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{Expenses screen}

· Enter Date materials were purchased in the Date field.
· Leave the Expense Type blank.

· Enter book title in Expense Description field.

· Enter cost of book in Cost field. 

· In the Code field, select C – Expenses from the drop down menu.

· Repeat the above process for each book.

· Click on the Continue button when complete.


{Accounting screen}
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Click on the Add button to add new Accounting Code to document.
· Enter the Label for your program (see below) in the Label field.
· The WBS and Fund fields will automatically populate.
· Fill in the Internal Ord and the Obj Class fields with the below information.
· For the Undergraduate Study program, enter the following Accounting Codes:

Internal Ord:

FC100103
Obj Class:
2511

Label:

D09021XX090AX24

· For the Part-Time Graduate Study program, enter the following Accounting Codes:

Internal Ord:

FC100103
Obj Class:
2511

Label:

D09021XX089AX24

· For the Research and Study Fellowship Program, enter the following Accounting Codes:

Internal Ord:

FC100103
Obj Class:
2511

Label:

D09021XX088AX24

· For the Wallops Refocusing Initiative Program, enter the following Accounting Codes:

Internal Ord:

FC100103
Obj Class:
2511

Label:

D09021XX142AX24

· For the Master of Science in Safety Science (MSSS) Program, enter the following Accounting Codes:
Internal Ord:

FC100103
Obj Class:
2511

Label:

D09021XX081AX24
· Click Save to save accounting code updates.

· Click Continue to move to the Totals screen.
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{Accounting screen}

{Totals screen}
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· Verify all totals are correct.


· Click Continue to move to the Comments screen.

{Comments screen}
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· Enter course(s) detail in the Comments field using the following template:

Course Title(s):  College Algebra II

Course Dates:  September 5-December 12, 2003

Purchase Order # associated with above classes

Your academic program (US Program, PTGS Program, Research Study, Wallops Refocusing Initiative (WRI) or Master of Science in Safety Science (MSSS))

· Click Continue to finalize document.
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{Document Status screen}

· Enter Signature PIN in Signature PIN field.

· Click Continue to move to Routing List screen.

Please select the routing list for your Directorate that pertains to Book Reimbursements.  The document would be forwarded to Sherri Streets, and then to Laura Cochran (US Program and Research and Study Fellowship Program Coordinator) or Don Wolford (Part-Time Grad. Study Program Coordinator).  Laura Cochran will receive Wallops Refocusing Initiative and Master of Science in Safety Science (MSSS) Book Reimbursements for Travel Manager routing purposes only.  Matt Jarvis is the Program Coordinator for the Wallops Refocusing Initiative program and the Master of Science in Safety Science (MSSS) program.

If you are unsure of your routing list, please contact the Travel Manager Help Desk at 

x6-4100 and they can e-mail you the list specific to your Directorate.
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