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 Name /Password to log into the system and a Signature PIN in order to
electronically stamp travel documents.

In most cases, the User Name consists of the first three characters of the last name and the last
four numbers of the Vendor Number. If you were a user prior to the change from SSN to Vendor
Number, the User Name is the first three characters of the last name and the last four numbers of
your social security number. For example, Fred Traveler (0000-01234) would have a user name
of tral234. There may be instances where the user name may only have 2 letters, due to the
number of characters in your last name or may have 5 numbers at the end; if another user has the
same username as yourself then a sequential number is added at the end.

» Passwords must be at least twelve characters long and include:
0 One Numeric Value
One Upper Case Value
One Lower Case Value
One Special Character Value [Limited to the pound sign (#) or underscore ( _)
due to Oracle limitations]
o Six of the twelve characters must be unique, meaning they can only occur once in
the password.
» Signature PINs must be at least eight characters long and include at least one numeric
value

(elNelNe]

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
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Step Action
2 |» Enter User Name and e
Password assigned for
training purposes woroms [
> Click Document slco prswors |
Preparatlon Document Preparation
Approve and Route Documents
Budgets
Administration
Gelco Travel Manager©9.0
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.
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 For this page you can:
Change your current password by eniering and verifying a new password, Passwords are case sensive, must confoin between & and 16
characlers, and must contain &l least one numeral and one alphabelic character. more Password Changs

Close | wihout Saving

Current Password @ ||

New Password @

Verily Pagsword § |
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Step

Action

5

On the Set Signature screen:

» Inthe 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:
Change your current signature: PIN by entering and verifying a new signature PIN, Signature PG are cose senstive, must contain between 8 and 18
characlers, and must contain &l least cne numeral more Signature PN Change

Close | wEnout Saving

Hew Signature PIN |

Verify Signature PIN

The Home screen appears

Document Preparation

Setup Reporls Logout Help NOAAFSDITM Web Page

User: Home
Theress 4. Rubis
Traveler: g Quick Tip
Velcome to Travel Manager. Click the "mors” link in Last Documents fo go ta Open Document Page, Click the “more” ink in Review Document b open Review
* Home Page Document Page. Chck the Documant icon 1o apen the Socument. nocs

Create: Mew D it
[ Create New Documen —
[* OpeniCopy Decument % Ficaze contnct your LO Budget Office for guidance on the appropriaie accounting code to use for trips that begin or end in Fy 2011,
[ Quwick Open Document
[* Amend Document

Last Documents  more | Documents to review  more

[ o | s | omunentnone | Desowe | iuse | ee | Trwiee | Documenivew | eovee | b ]
[#| Review Documents [ER 000800002 DKBOSUOD3 aH0BHE
[ Deiete Decuments Bita 000500051 ODGJS0003 01125010
> Import Document QTA 0A0&00051 ODGIS0002 o25H0
Bita 00000051 ODGISDO0! 01125010
[EFS 000800004 DCODSOODZ BRASHE
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