Travel Manager 9.0 Training Exercises

Exercise #1: Logging into Travel Manager (Document Preparation)

Objectives: e Successfully login to Travel Manager

Notes: When logging into Travel Manager for the first time, the Travel Manager default
password must be used. Contact NOAA Client Services Help Desk for the default
password. Passwords and electronic signatures are case sensitive. Passwords must
be changed every 60 days.

Instructions: Execute the following steps:

All users require a user ID/password and an electronic signature in order to electronically stamp
and/or route travel documents.

» User IDs consists of the first three characters of the last name and the last four numbers of
the vendor number
» Passwords must be at least twelve characters long and include:
0 One Numeric Value
0 One Upper Case Value
0 One Lower Case Value
0 One Special Character Value
» Electronic Signatures must be at least eight characters long and include at least one
numeric value

Step Action

la | Open a Internet Explorer window
Point your browser to: https://itmv9-training.rdc.noaa.gov/cgi-bin/90iti/docprep/login.w

1b | If the Web Security Page appears, click Continue

2 |» Enter User Name and S e e
Password assigned for
training purposes
» Click Document co pesswors |

Preparation

Document Preparation
Approve and Route Documents
Budgets
Administration

Gelco Travel Manager©®9.0

~# You focus. We process. We pay. We audit. g

Note: At the top of the login page is a NEWS feature. Please read and note any information as this is
used to communicate key information to users.
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Step Action
3 |If prompted, “New User — please enter a password now,” click Ok
4 | On the Set Password screen:
» In the Current Password field enter the Password assigned for training purposes
» In the New Password field enter the new Password assigned for training purposes
» In the Verify Password field enter the new Password assigned for training purposes
> Click |save| Password Change
Set Password
Quick Tip o For this page you can:
A e e S e S e T S R T LA Password Change
. Close | witheut Saving
Current Password @ |
New Password D
Verily Pagsword §
5 | On the Set Signature screen:
» In the New Signature PIN field enter the Signature PIN assigned for training
purposes
» In the Verify Signature PIN field enter the Signature PIN assigned for training
purposes
> Click Signature PIN Change
Set Signature PIN
Quick Tip ; _ _ _ ; For this page you can:
E::rn::l:;ll.l;z:nﬂzl:lsg:n“u:;ear;ﬁ;y::ﬂ::;: irf?ng & new signature PIN. Signatere PHS are cose senstive, must contain between & and 16 T
Close | winhout Saving
Hewr Signature PIN I
Verify Signature PIN |
6 | The Home screen appears

Document Preparation

User: Home
Brenda Garmantown
Traveler: Cuick Tip
‘Welcomes to Travel Manager. Clhck the "more” link in Lasi Documents 1o go to Open Documend Page, Click the "mors™ Iink in Review Document to open Review
* Home Pane Document Page. Click the Dociment icon to open the document. mars

[+ Create Mew Document

Documenis to review  morg

[+ OpeniCopy D - Last Documents more
pen/Copy Documet

[ Quick Open Document
[* Amend Docwment

[+ Review Documents
[* Deksle Documents

[+ Import Document
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Exercise #1a: Navigation Basics

Objectives: e Understand the terminology used in Travel Manager
e Navigate in the system using the different menus

Instructions: Execute the following steps:

You have just logged into Travel Manager for the first time. Let’s go over some basics so you
will be able to navigate the system.

Step Action

1 | Upon first logging in you will come to the Home screen.

Document Preparation

Uger: Home
Pam A Boulder
Traveler Quick Tip
Viizcome to Travel Manager. Click the “more” ink in Last Decuments to go to Open Document Page. Clk the “mere” Ink in Review Documant to open Review
Home Page Documant Page. Click the Document icon bo apen the document. more
[* Creats New Document -

[ Open/Copy Document

[* Quick Dpen Document
[ Amend Docwment

[* Review Documents
[# Dekete Documents

[* Impon Dacument

la | At the top of the Home screen are the Gelco Logos.

GelcojTravel Managerg9:0;

1b | Underneath the logos on the right side is the “module” you are in, which happens to be
Document Preparation.

P_[}ncument Preparation

1c | On the same line as the module, but on the left is your Menu Toolbar. These options
listed will change depending upon what screen you are on.

1d | Down the left side of the screen is the Document Toolbar. Home Page
These options listed will change if you are in a document T R
OR depending upon what screen you are on. " TS

[* Quick Dpen Document
[+ Amend Document

[* Review Documenils
[ Delete Documents

[# Impoer Document

FY 2010 7




Travel Manager 9.0 Training Exercises

Step Action
le | Inthe upper left corner to the right of the Document Toolbar is the Screen name. In this
case we are on the Home screen.
Home
1f | Underneath the screen name are Quick Tips. Most of these are standard Travel
Manager tips about the software; however, some of the tips are specific to NOAA.
Cuick Tip
Vielzomsa to Travel Manager. Chck the "mare” link in Last Documents te go to Open Document Page. Chok the "mane™ link in Renview Docament to open Beyview
Document Pags, Chck the Documant icon o open the document. mors
1g | Underneath the quick tips are two sections. The left column is the Last Documents.

This area will display the last five documents that you modified. If a document has been
DATALINKED in the system, it will no longer appear here. By clicking the More link,
it will take you to the Traveler Listing (Open/Copy Document) screen. Allowing you to
search by a traveler and document type.

The right column is the Documents to Review. This area will display the five oldest
documents in your review queue. By clicking the More link, it will take you to the
Review Document screen, where it will list all documents awaiting review by you. It
will also expand the information about the documents than what was shown on the
Home screen.

Last Documents more Documents to review more
[Ata 000055065 SEKCSO0040 DEDEDS B DDODES0ES  BEKRSON0S-1 070G
[EET 000OUC00S  SEDIFDEY DE1408 Bia DDODBS0ES  GAAASDDR2 120
[ERN 000055065 BEKCSO00S DAr808 * By 00ODES0ES  BEKCSOU0D DEMEDE
[EE UP00BS0ES  GAAASODEZ 100208 EE 00000000E  SEDIFDISS D& 409
[EETY 000055065 BEKCODOA DA2408
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Step Action
2 | From the Menu Toolbar click on Setup. A new window will open up for the module
Administrative Setup.
(= Selup - Windows Internet Explorer
GelcojlravelManagergs.0,
Tables Reports Admin  Rates Forms Close  Help * Administrative Setup |
User:
Pam A Boulder
[+ TABLE SETUP
[ Audt Checkists
[ Staluz Codes
[+ Rowting Lists
R £ Taickad abes oanreL - |
3 | Click on Reports in the Menu Toolbar, the | [- zesoar serue

document toolbar options change.

[* Document Summary
[+ Travel Ledger

[* Accounting Code
Sumenary
[+ Signature Certification

[> PHI Cerlificate List
[ Custom Reporis
[+ Report Qusus
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Step

Action

3a

Click on Custom Reports will bring up a screen listing a few different reports. The
reports listed will depend on your role within the system.

NOAA MENL
Cuick Tip
Add quicktip

Custom Repaort

g &
Administrative Utilities

er Configuration Repo

The report which will help users is the User Configuration Report. Clicking on that
report link will bring up the following screen:

Routing List Report

Quick Tip For this Page you can:
usrcigrptw NOT FOUND.

UserTraveler Configuration Report

VHUM | 00400001

For any user, the VNUM field will populate with their vendor number. Only Routing
Administrators have the capability to look up any users within their ITM organization.
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Step

Action

3b

Clicking on the rrview Report button, will bring up a new window.

s hitps:Hitmy3-training. rdc. noaa. gow/cgi-bin/20iti/dpafreport/usrefgrpt.w - Windows Internet Exploren
Wl M- B - o - [GrPape - FTods - @ £ 3

BENED & ¢ Y &€ eelzxn-i 2 H A

-
Date: 05/28/09 07:45 raga: 1
UaarTraveler configuration for WVHUM: 000400001 - EBoulder, Pam A
My Uger Record Information: (A Oser record is used to perform a functlon within the
gyatam, 2uch a2 propare a document for a traveler or to
sign, review, or approve i docupent Ln the system, ag
well ag to perform malntenance functions in the systen.
A User miy or nay not also ba a travelar).
Email Address: erin.cobbsancaa.gov
User-I0: BOWIOOL
organizarion Mombership: ¥-10-61
organizarion Access: Ho10-01
Group Accass: H-1d-01-Bauldari
wy Traveler Racord Infarmation: [a Traveler record is used when authorizing or making
claime for travel. In mast cases 1 traveler ie alse
3 user, but this may not always be true, such ae in
the cage of INVITATIONAL traval.)
zrail Addresa: erin.ccbbesncas.geov
organization Mombership: ¥-10-GL
aeseciated Routing List: Boulderd
cardnelder cods {Invitational Indicater): CARD HOLDER
My Reuting List Adwinistratoris) is:
000400002 pam A. Bouldor
I can prepara, access or edit documents for these travelers:
000400002 souldar, Pam A
00a400002 souldar, James A
000400003 sculdar, Phyllis H
000400004 sculdar, Holen B
000400005 sculdax, Joln @
000400008 souldar, Tod o
000400007 sculdar, Domald o v

This report lists the basic information about the user. It includes:

User Record Information

Travel Record Information

Routing List Administrator(s)

If Group Administrator the individuals you can prepare documents for
The other people that can access documents within the group

Routing List information

If Review/Approver, which routing lists you are listed on

Click on Admin in the Menu Toolbar, the |  aoumsemue
document toolbar options change. These 3 Set Passward
options allow a user to change their eSS
password, reset their signature and remove | # Beese suthoriy
edlt IOCkS. = User F‘refer.enc.e-g
»* Remave Edit Locks
It will also allow an approving official to
delegate their approving authority, should
they be out of the office and no backups
have been designated in the routing list.
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Step

Action

4a | When clicking on Remove Edit Locks, the following screen will appear:

Edit Locks

Quick Tip
Click the docwmant name 1o remave an adit loek. mors

Edit Locks

For this page you can:
Close | et Locks |

If you inadvertently closed out the document incorrectly or “edit locked” the document
S0 no one else can edit it, the document will appear here. The only thing that needs to be
done at that point is to click the Document Name to remove the edit lock. You can not
remove an edit lock on a document that another user did. You would have to contact
NOAA Client Services Help Desk to have them remove the edit lock.

5 | Click on Rates in the Menu Toolbar, the
document toolbar options change. These
options allow a user to lookup per diem
location rates without having to create a
new document.

[ RATE SETUP

[* Per Diem Locations
[+ StatesiCounlries
[* Distance Rates

[+ MAE Distribulions
[* Foatnotes

5a | Clicking on Per Diem Locations brings up the following screen:

Per Diem Locations

[? ALLELACES NOT  (FORALASKA & HAWAN SEE

LEET APPB) Ha

Quick Tip For this Page you can:
Chck the Penc icon Begids the boation 1o view' rates. Chck the Boalion
name to view per diem detaits for that location. mone | Clo=e || ccation
Type [ v
StateiCountry | CONUS v ovEr =
"Ill-ll;l'_ISDnI!ar =
m—m- EE

back all rates for that location.

Users have the ability by using the drop-down listings to select the state/country in order
to find the rates for the specific location. They also have the ability to the right to
specify a specific time period. If nothing is put in the Time Period, the system will bring
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Training Exercises

Step

Action

5b

Once a State/Country has been selected, a user will need to click or tab outside of that
drop-down listing in order for the screen to refresh with all of the locations listed in the

per diem tables.

Per Diem Locations

Quick Tip For this Page you can:
Click the Pencd icon beaids the bealion o view rates. Cick the acation
name ta view per diem detaits for that locabion, more Clasa |l.wd"nn

Type |Al ¥
stateiCountry | COLORADD b fii=
Currency |U.5. Dollar b
l c l 12431749
| Rstes| Location | County | Linked|
5? ADAMS COUNTY DEMVER Ves -
f ﬁ ARAPAHOE Mo same 05 Denver
ARAPAHOE .
ﬂP Uy ARAPAHOE Mo Recatves Denver rate.
ARARAHOE
.r,'? T ARAPAHOE &g =

This screen is a split screen, so the scrollbar will need to be utilized to scroll through the
locations. The top part not only shows the location, but the county the location is in.
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Step Action
5¢ | Click the View Rates ¢ icon in order to populate in the lower half of the screen the
rates for that location.
BOULDER &ND
‘:? —_— BROOMFELD g B
f? BRECKEMRIDGEE SUMMIT Ho
BOULDER AND
J eRooMTED gl O
§ BucikiEvesm  DENVER ves
Rates for BOULDER, COLORADO
—mmm-m_mmm-m—
Fioson 54.00 100108 12721148 TS T e | uso
F ae0n S400 100107 D308 M 13 UED =
F az.00 5400 1000106 DB0M7 AT I b | uso
& a0 5400 10AINE L ED ) M Az 1] =
Farma AT.00 1001504 03205 TS I | uso
.l?.n..n ey AT nh AN Al nNaFEnnA LENGE] A7 Hem
If no dates were put in the Time Period section on the top part of the screen all rates
starting with the most current will be listed. Users need to be aware of the Effective and
Expiration Date fields. If there are multiple effective and expiration dates with the same
information populated, it is a good indication that this means this location has seasonal
rates:
Rates for BOSTON, MASSACHUSETTS
—mziﬁmn_mmm-mm—
F 203,00 E4.00 00108 1231048 1 D usp
& 258 m0 B400 100D AZBIMI 1N 1051 usn -
Faccop 8400 00008 1M 0N 09030 UsD -
6 Click on Forms in the Menu Toolbar, the [ FORM SETUP
document toolbar options change. There
are no real document toolbar options for
this area.
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Travel Manager 9.0 Training Exercises

Step Action
6a | This screen allows a user to choose what other things they wish to appear with their
printed form.
Form Setup
Quick Tip For this Document you can:
E fo fere .E
a:Erp::ﬂTmntTEH preferences. Each option does net apply to Save | Farms Setup Updates
Resel | Forms Sslup
. Cancel IF-unm Setup Updates
Form Setup Details
[J cover sheet
[#] Acct Detail
[[] cash Advance
D Document History
[] ttinerary Listing
[#] Privacy Act
[ recelpt Checklist
Group Awth | Summany o
D Print Document Hame in Block 3 of S3F1012
PFrint Document Hame in Block 2 of 5F1164
[ Print bocument Name in Block 1 of G 5487
Most of the ones checked are system defaults. You should not be making any changes to
any that are system defaults.
7 | To close out the setup, click the red “X” in the upper right hand corner or click Close on

the Menu Toolbar. If clicking on the red “X”, please only click once. If the screen was
maximized and you double-clicked, you would close out Travel Manager.
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