Signing/Verifying Travel Vouchers in ITM 9.0 (Travelers)

Step

Action

la

» Open Internet Explorer
» Go to the following URL:
https://itm-prod.rdc.noaa.gov/cqi-hin/90ipi/docprep/login.w

1b

» Enter your username & password on the e
Login Page _—

» Click on Document Preparation

Gelco Travel Manager®9.0

~% You focus. We process. We pay. We audit

Document Preparation
Approve and Route Documents
Budgets
Administration

Notes: If after entering your username and password you press ENTER, this will
automatically take you to the Document Preparation screen

If this is the first time logging into the system, you may be prompted to change your
password and Signature PIN.

The Home page appears. The document that is to be signed will show up in the
Documents to review area.

Document Preparation

Sharon Kennedy
Traveler: Quick Tip
Welcome to Travel Manager. Click the "more” ink in Last Documents to go to Open Document Page. Click the "more” link in Review Document to open Review Document Page. Click the Document icon to open the
b Home Page document. more

[ Create New Document

[ tyoe [ Traveer T Oocumentbame ] Depbate [ _nuse | Tywe [ Traveer [ Documentame | _ DepDate [ nuse ]
B :

995100015 8CCES0001 oeM10s

[ OpeniCopy Document
|[> Quick Open Document
[ Amena Document

| Review Documents

[ Delete Documents

[ import Document

To start the review/approval process, click the Document [l icon of the document you
wish to open.
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Signing/Verifying Travel Vouchers in ITM 9.0 (Travelers)

Step

Action

The Document Summary page appears with the appropriate Document Status (Signed).

Document Preparation

~

User: Document Summary for Travel Voucher 8CCBS0001
Sharon Kennedy

Traveler: Quick Tip For this Document you can:
‘Sharon Kennedy For specific information, click on a Details link. You can sign and stamp your document from the Document Status section. mere.

b TV: sccasa00t P print P settings
(BCCBS0001) 3 i
Sign this document
* Document Summary i
Document Summa Continue | Entering Document

= DOC Conference

= Traveker info Close |current Document

= Document Information Trip#1

= Charge Card Manager @ Document Status

- Charge Card Manager

2Expenses Traveler Details Traveler ID: Traveler Name: _ Sharon Kenned ]

- Accounting

= Totals ‘3 Document Information TAZ: Currency: Type: =
- Document Status D JLocation From To Per Diem Rales

P Bro AGE 2TRAINING ATTENDANCE BOULDER,CO 0811108 08/15/08. 87.00 7 47.00 (10/01/04-12i21/48)

= Preview Document
D

- escription
= Close Document Training in Boukder, CO

Ho Reservations

© Expense Details Expense Total: 1,466.34
T =Y Y T

08/11/2008 MILEAGE 1POC-Frivate Whele 2340 OTHER

0811112008 COM. CARRER Airine Flight 252,00 AGENCY CARD

081112008 Transport Gas-RenfaliGout Car a3 OTHER

081112008 LODGING TAX Hotel Tax 2243 sovee

08/11/2008 OTHER NON-TR Internet 15.00 OTHER

08/11/2008 Lodging-PerDizm Lodging 87.00 covee

v

Click on Document Status either in Document Toolbar or within the Document Summary
page.

The Status page appears with the Signed status already there.

(GelcojlravellManagerg9.0;

Document Preparation

User:
Sharon Kennedy

Traveler: g Quick Tip For this Document you can:

Status for 8CCBS0001

Sharon Kennedy
|[> Tv: 8CCBS0001
(BCCBS0001)

= Document Summary Back | Continue
» DOC Conference Status to Apply | SIGNED v

= Traveler Info

S sowwrern ]

The Signature PIN s case sensttive! more
d Submit Document

» Charge Card Manager Reason E

« Charge Card Manager — ‘

- Expenses L

- Accounting

- Totals Document Routing This s the routing path the current document wil take once routed

Doctment Status I

= Perform Pre-Audits Kenneay, Sharen SIGNED 0

* Preview Document

» Close Decument Document History This is the status history for this document}
08/21/08 10:54AH CREATED Daphne Davies

On the Status page do the following:

» Enter your Signature PIN in the Signature PIN field
> Click the and Submit Document button
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Signing/Verifying Travel Vouchers in ITM 9.0 (Travelers)

Step

Action

The Pre-Audit Results page appears:
" Rles (GelcojTravelManagerg9.0}

Document Preparation

el Pre-Audit Results for 8CCBS0001
Sharon Kennedy -
Traveler: Quick Tip For this Document you can:
Sharon Kennedy Click th Magnifying Glass icon to view detall comments for sach audit process. more Continue | stamping the Document
Document Hame: 3CCES0001 Cancel | pre-auor Resuns
Type: TV

Traveler: Kennedy, Sharon
Status: PASS

Pre-Audit Results

B ACCOUNT vALDATION PasS
[\ AMOUNT PAID TO TRAVELER pass
BN APPROVAL BY TRAVELER pass
[BA BLANKET AUTHORIZATION pags
B\ DOC CONFERENCE VALDATION Pass
[\ EXPENSES OUTSIDE TRP DATES pass
[ FuTURE TRIP DATES-VCH e
(B TRAVEL STATUS sas5
[E RECLAM DOCUMENTS pags
[Ex vALDATE VUM ez

If the Status is PASS:
> Click  Centinue | Stamping the Document)

Note: If the status says fail, click CANCEL and logout. Inform the person who created
the voucher and have them figure out the error and fix it.

The Signature page appears:

(GelcojTravellManagerg9:0]

" Document Preparation

User. Signature for 8CCBS0001
Sharon Kennedy .
Traveler: Quick Tip For this Document you can:
Sharen Kennzdy If you agree with the statement, cliick Accept. more Accept | signature Text
Cancel | stamping

= any right | may ainst any parties in

I certify that this voucher is trus and correct to the best of my knowledge and belief, and that payment or credi has not been receivad by me. | hereby assign to the Uni =
to support the claims in this voucher. Any

connection, it reimbursable transportation charges described above, purchases under cash payment procedures (41 CFR Part 301-10). |verify that | nave al receipt
exceptions are noted in the comments section

> Click the e8Pt (Signature Text)

10

The Home page appears with your document now in the Last Documents area.
e (GelcojlravellManagerg9:0}

Document Preparation

LpEE Home
Sharon Kennedy
Traveler: Quick Tip
Welcome to Travel Manager. Click the "mere” fink in Last Documents to go to Open Decument Page. Click the "more” link in Review Document to open Review Document Page. Click the Document icen to open the
' Home Page document. more

[» Create New Document -
n/Copy Documen
[EL

| & o cpen Dot 999100015 8CCES0001 0811108

[ Amend Document
[> Review Documents
[ Delete Documents

[ mport Document

» Click Logout in the Menu Toolbar to close out Travel Manager.
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