Travel Manager 9.0 Training Exercises

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.

(GelcojTravelManagerg9:0)
Seup Reports Logoul Help  NOAAFSD ITM Web Page Document Preparation
User: Home
Therese 4. Rubls
Traveler: Quick Tip
‘Welcoms to Travel Manager. Chick the "more” link in Last Documents fo go to Open Decumend Pags. Cick the “mors” ink in Review Document bo cpen Review
F Home Page Document Page. Clck the Docuwmant icon to open the document. more
[# Create New Document —
¥ OpeniCogy Document Pieaze contact your LO Budget Office for guidance on the approprate accruniing code to use for irps that begn or end in FY 2011,
e Last Documents  more Documents to review  mars
b ansac pocunsnt [ Tpe | e | Docameonane | Dspowe | muss | e [ Twvee | oouneniname | Desise | hus |
b Review Documers ERY 000500002 OKBDS00D3 02108/10
[ Delele Decuments Bita 000600051 ODGUSO00E o128H0
[ Import Dacument Bi7a 000600051  ODGISO002 o128H0
Bita 000600051 ODGISOO01 o128H0
Bi7a 000600004  DCDODS0002 0BI0SHD

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

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

r[}ncume nt 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.
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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 [» Create New Document
OR depending upon what screen you are on. " SRl
[* Quick Dpen Document
[ Amend Document
[* Review Documenls
[ Deete Decuments
[* Iimpon Document
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 Lest Documents te go to Open Document Page. Chcik the "more™ Ink in Review Docisment to open Review
Document Pags, Chck the Documant icon bo open the document. mors
Along with the Quick Tips is the News area. Things that are important for the user(s) to
know will appear here.
Hews
Piease contact your LO Budget Office for guidance on the appropriaie accounting code to use for brips that begin or end in Fy' 2011
1g | Underneath the quick tips/news 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.

[ Toe [ raveer | Documenvome | Depbme | wuse | Type | Traveer | ocurentame | Depome | wise |
Bra 000600010 1DABSOO01 0621011 B1a 000600004  1SAFS0100 09/26/11
Bira 000600004  2SAFSDO0T 1012011 Bivra 000500004 2SAFS000 1012011
Ba 000600004  1SAFSD100 09/28/11 B7a 000600004  DSAFS000 09/26/10
B 000500004  OSAFSDO0T 09/2810 Bva 00DS0000E  ONCASOOO 0SHTM0
B 000600004  OSAFS0002 10M210 BEa 000600004  OSAFS0002 10M210
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2 | From the Menu Toolbar click on Setup
Administrative Setup.

{= Setup - Windows Internet Explorer

Tables Reports Admin  Rates Forms Close  Help

Usen
Therese A. Rubis
[> TABLE SETWP
[ Awdit Checkists
[ Status Codes
[ Routing Lists

. A new window will open up for the module

Tl TR EEF 0

Administrative Setup

Click on Reports in the Menu Toolbar,
document toolbar options change.

the | [ mepoRT SETUR
[ Document Summary
[+ Travel Ledger

[ Accounting Code
SumeRary
[+ Signature Certification

[+ PHI Cerlifizats Liat
[+ Custom Reporis
[+ Report Queus

FY 2012 - Version 1.0

Restricted Rights Notice-For NOAA and BIS Users Only 3




Travel Manager 9.0 Training Exercises

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. Below is a screenshot of a
Group/Routing Administrator’s options.

NOAA MENU

Quick Tip
Add quicktip

Custom Report

Who Am 7
Routing List

Routing Memberzhip

Administrative Utilities

Uzer Configuration Report

SAF Qutliers Report

Challenge Question Responses

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

T For this Page you can:
ugrcfgrpt.w NOT FOUND.

UserfTraveler Configuration Report

VNUM | D00&00001

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.

FY 2012 — Version 1.0 Restricted Rights Notice-For NOAA and BIS Users Only 4




Travel Manager 9.0

Training Exercises

Step Action

3b | Clicking on the review Report button, will bring up a new window.

gy, gega

My User Record Information:

uncticn within the
eystem, such as pr
eign, review, or approw n the system, as
well as to perform ins = in the system.
A User may or may not alsc be a trawveler).
il Address: therese.rubisatest.noaa.gov

embership: H-20-01
ccegg: H-20-01
H-20-01-IAOP

My Traveler Record Informatiom: (A Traveler record is ueed when authorizing or making

aveler is also
E ¥ e, such as in
the case INVITATIONAL travel.)
Email Address: therese.rubisatest.noaa.gov
Organization Membership: H-20-01

Agsociated Routing List: IROP

cardholder Code (Invitational Indicator): CARD HOLDER
My Routing List Administrator(s) is:

000600001 Therese A. Rubis

000600002 Karen B. Dawvis
I can prepare, access or edit documents for these trawvelers:

000600001
OD0E00002
000600003
000600004

000600005 Holder, Janet E
ODDEOODODE Mathis, Jeff F
000600007 Kallsan, Pat G
0DDEQODODE Cropp, Tim H

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

User Record Information
Travel Record Information
Routing List Administrator(s)

The other people that can access documents within the group
Routing List information
If Review/Approver, which routing lists you are listed on

=B B E 11z ke &) G @@®[Ee - Fom- o [ v
Date: 10/13/11 07:33 Pag 1
User/Traveler Configuration for WVNUM: 000600001 - Rubis, Therese A

If a Group Administrator the individuals you can prepare documents for
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4 | Click on Admin in the Menu Toolbar, the |  asueiseue
document toolbar options change. These 2 Set Passward
options allow a user to change their g S5 Signatare
password, reset their signature and remove | 7 Bseanie uhariy
edlt |OCkS & Uszer Preferences
' ¥ 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.
4a | When clicking on Remove Edit Locks, the following screen will appear:
Edit Locks
Click the document name to remewve: an edi lock. more . Qose | 262 Locks
Edit Locks
Travel Authorzation 2AAASIONZ 042010 10:26 Al
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 [> RATE SETUP
document toolbar options change. These [ Per Diem Locatons
options allow a user to lookup per diem [EealN
location rates without having to create a =

[+ WEE Distributions

new document.
[+ Footnotes
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5a

Clicking on Per Diem Locations brings up the following screen:

Per Diem Locations

Quick Tip For this Page you can:
Click the Pencl icon beside the lbeation 1o view rales. Click he bcation
name to view per diem detaits for that lncation, more _Iﬂum Location
Locations
Type 4 v
SoteiCounry [CONUS v e =
l.'|||—||_.'||..|5 Diollar |
Astes|Location  [County [ Linked| Commenis| Els
AL BLACES NOT  (FOR ALASKEA & HAVAD SEE Ho
LEET APRE)

Training Exercises

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
back all rates for that location, including those locations that may no longer be active.
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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 Pencil icon bezide the location to view rates. Click the location -
name to view per diem details for that location. mare Close J Location
Type |AII v| Entire History |
State/Country | MASSACHUSETTS v 01/01/80
Currency |LIS Dallar |
12/31/49
7 ANDOVER ESSEX -
é? BARNES NAP AGS HAMPDEMN ez -
{? BARMNES MAP AGS HAKMPDEN Mo -
,{'r? BOSTON SUFFOLK Mo -
&Ir? BOSTON NAWY SUFFOLK Yes —

RECRUITING DIST

[£

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.

FY 2012 — Version 1.0 Restricted Rights Notice-For NOAA and BIS Users Only 8




Travel Manager 9.0

Training Exercises

Step Action

5C | Click the View Rates ¢ icon in order to populate in the lower half of the screen the
rates for that location.
Lodgng ______JnsE ____[eDate _Joxpdate __JsmstJsmieno Jourency  Joomment ]
F e300 58.00 10001410 121317149 01401 12131 usp -
F aa00 55.00 10401409 09/30/10 01401 12131 usp —
F o000 59.00 10/01/08 09/30/08 0101 12/31 usD -
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:
Lodgng _____Jus e [effDate ___Jexpdate ___Jsnist _Isniéna _[ourrency _Joomment |
£ qzam 71.00 10/01H 0 12/31/48 11101 03131 UsD -
F 20600 71.00 1000110 12/31/49 10001 10031 uso =
£ 0600 71.00 100110 12/31/49 0%/01 0930 UsD -
F 17100 71.00 10/0110 12/31/49 0701 0831 uso =
£ 15000 71.00 10/01H 0 12/31/48 04101 06/30 UsD -

6 | 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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