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Exercise #1a:    Navigation Basics 
Objectives: • Understand the terminology used in Travel Manager 

• 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. 
 

 

1a 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. 
 

 

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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Step Action 

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

 

1e In the upper left corner to the right of the Document Toolbar is the Screen name.  In this 
case we are on the Home screen. 
 

 

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. 
 

 
 
Along with the Quick Tips is the News area.  Things that are important for the user(s) to 
know will appear here. 
 

 

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. 
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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. 
 

 

3 Click on Reports in the Menu Toolbar, the 
document toolbar options change. 
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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.  Below is a screenshot of a 
Group/Routing Administrator’s options. 
 

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

 
 
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  Report button, will bring up a new window. 
 

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

• User Record Information 
• Travel Record Information 
• Routing List Administrator(s) 
• If a 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 
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Step Action 

4 Click on Admin in the Menu Toolbar, the 
document toolbar options change.  These 
options allow a user to change their 
password, reset their signature and remove 
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: 
 

 
 
If you inadvertently closed out the document incorrectly or “edit locked” the document 
so 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. 
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Step Action 

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

 
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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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. 
 

 
 
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 

5c Click the View Rates  icon in order to populate in the lower half of the screen the 
rates for that location. 
 

 
 
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: 
 

 

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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