Loading Citrix on Your Computer 

1) Go to: http://www.nps.navy.mil/travel/ 

2) Follow the steps for downloading and installing the ICA Client

a. Download the appropriate Installation Instructions for your operating system

b. Download and save the appropriate installation files

c. Close your web browser

d. Double click on the installation files “ica32.exe for Windows as of writing of these instructions) and install the Citrix software.

Opening Travel Manager 

1) Go back to http://www.nps.navy.mil/travel/ and click on the Travel Manager Icon
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2) Log in is two part – one into Citrix and another into Travel Manager

a. For Citrix, log in using your NPGS Login Name and Password
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b. For Travel Manager, use your Travel Manager Login Name and Password (get these from Cecelia Childers)
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Completing a Travel Voucher (this is how you submit a travel claim via Travel Manager)

PLEASE NOTE:  Contact the MOVES Travel Clerk for help at any time.  You may ask the MOVES Travel Clerk for an appointment to go over these procedures the first couple of times you use Travel Managaer to submit a Travel voucher/Claim.

1) From the File Menu:

a) Select New and Voucher from Authorization. 

b) Select Traveler 

c) Highlight the appropriate Travel Authorization document for the trip you wish to submit a travel cliam/voucher to get reimbursed for travel expenses.  You will know it by these:

· The last 6 numbers will represent the date of the trip (MMDDYY), 

· The last 2 letters will represent the destination of the trip.

d) Click OK.
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2) Review & update any expenses or itinerary items on your voucher that varied from the original authorization. 

a) Click on the           Expenses icon

· Add or Update all expenses incurred on your trip, including hotel tax, but excluding hotel expense (this is entered under Lodging, see next icon below).

· Click on Close
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Click on the          Lodging icon

· Click on Update, enter actual lodging expenses (excluding tax, this was entered under Expenses icon, see above), click OK

· Click on Close
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Click on the          Comments icon.

· Delete all previous comments, click on Preset, then add a hard return

· Write a note “please forward confirmation of payment to <insert your email address>.

· Add any additional comments here that you feel may be needed to explain the voucher

· Click OK

e) Ensure you have entered all travel-related expenses incurred during your TAD trip.  Reservation information is not relevant to vouchers.

Where to send payment - Split Disbursement

1) To have DFAS pay Bank of America directly for expenses you paid for with your gov’t travel card:

a) Click Lodging / M&IE, click Update, click Options
b) In the Payment Method field, select CHARGE CARD. Click OK, OK, Close. 
Each expense so selected will be paid to Bank of America.

2) For additional expenses you paid for with your gov’t travel card

a) Click the         Totals icon
b) Enter the total of any other charges in the Add’l Gov’t Charge Card Payment field.
The total of all charges entered in Options… fields and this field will be shown in the Pay to Gov’t Charge Card: field. The remainder shown in the Pay to Traveler field will be reimbursed to the traveler’s EFT (Electronic Funds Transfer) account.

Reviewing your Travel Voucher (after TAD is complete)

1) From File Menu

a) Select Print Preview. This opens a copy of the voucher in Adobe Acrobat. 

· You can print a hard copy here

· Review the voucher to ensure all information is correct. 

· If items are missing or incorrect, repeat above voucher preparation steps in the specific area to make necessary corrections.

b) Click File | Exit to close the print preview.

Signing your Voucher

1) When you are finished you will need to save and sign the file:

a) From File menu, click Save

b) In the Save As screen, delete what is automatically shown and enter a new file name, which will be:  ssss/mmddyy/tt 
· “ssss” represents the last four digits of the traveler’s SSN

· “mmddyy” represents the start date of the travel

· “tt” represents a 2 letter abbreviation for the destination of the trip

Example: 3456/061402/DC. 
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 Document Status icon to sign your voucher.

d) Confirm that SIGNED is selected in the Status block, enter any supporting Remarks, if needed

e) Then enter your password in the Signature PIN block

f) Click OK, Click Yes to save and route voucher.

