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.

Document Preparation

Selup Reports Logoul Help NOAAFSDITM Web Page

User: Home
Therzaa 4. Rubks
Traveler: Quick Tip
Wiglcome o Travel Manager. Chck the "mere” ink in Las! Documents 1o go to Open Document Page. Click the "mors” ink in Review Document bo open Review
F Home Page Document Page. Clck the Documant icon to epen the document. merg
Crente: Mew D it
[> Create New Documen -
[ OpeniCopy Document E Fiease contnct your LO Budget Office for guidance on the appropriaie accounting code to use for trips that begn or end in Fy 2011,
Quick Open Dy t - -
iy Last Documents  mare Documents to review  more
D Amend Document
[z Review Documents B 000600002 OKBOS0003 0200810
[ Deiete Decuments [EEA 0O0B00UST  ODGUSONO3 OHr25/10
> Import Document @TA 0a0&00051 ODGIS0002 oar2sH0
[EE 000600051 ODGISe001 oiRsHn
Bita 000600004 Qcoos0o02 oeosHa

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[}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.
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Step Action
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 tew Document
OR depending upon what screen you are on. ! TR S
[* Quick Dpen Document
[ Amend Document
[* Review Documenls
[ Detete Documents
[* Impon Dacument
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
Vialcome to Travel Manager. Chick the “morne”™ link in Lest Documents to go to Opan Document Page. Chcik the “mone™ Ink in Review Dociment to open Revienw
Decument Page, Cick the Document icon to open the document. mers
Along with the Quick Tips is the News area. Things that are important for the user(s) to
know will appear here.
Hews
Fiease contact your LO Budget Office for guidance on the appropriate accounting code to use for brips that begn 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.

Last Documents m Documents to review more
ET O000SS0ES  SEKCSO040 EDEDS ET OU0DES08S  BEKRSO009-1 OTrINE
@Ta‘q 000000008 SEDIFMES M 4002 E TA 0000Es08s 944250032 1N020E
[ER] 0000BS065  BEKCSO00D E1BI0E + Birw OUODES0ES BEKCSO009 DIENE .
@Ta‘q 000085065 94840032 1002109 E TA 000000008 QEDAF018S D&M 409
BRta 000085065 BEKCO0OT 2408
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Action

2

From the Menu Toolbar click on Setup. A new window will open up for the module

Administrative Setup.

= Setup - Windows Internet Explarer

pereseied by

Tables Reports Admin  Rates Forms Close Help

User:
Therese A, Rubis

[+ TABLE SETUF
> Awdi Cheekists
[ Status Codes
[> Reuting Lists

T TR EETF 00

(=]=]k)

Administrative Setup

Click on Reports in the Menu Toolbar, the | [ zerorr serue
document toolbar options change. [> Document Summary
[+ TravelLedger

[ Accounting Code
SumEEry
[* Signature Certifiction

[+ PHI Cenlifizats Liat
[ Custem Reporis
[+ Report Queus
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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 guicklip

Custom Report
Viho &m 7
Fouting List

Routing Membershin
Administrative Utilities

User Configuration Repod

SAF Quibers Report

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:
Preview | Report

ugrefgrpt.w NOT FOUND,
Olear | gepart

User/Traveler Configuration Report

VHNUM | DODEDOD0T

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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3b

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

= htips:/fitmv9-training. rde. noaa.govicgi-binf90itildpalre partiusrclfpr pt.w - Windows Internet Explorer

O Favorites N+ ) | mm v Page = Sefety~ Tools+ ighv

e QIT.IZ = — . IW-_./ ﬂm‘_‘u:l__ __—

Dateé: 09/27/10 09:45 Page: 1
Uger /Traveler configuration for vHIM: 000800001 - Rubis, Therese n

My User rRecord Informatlon: (A User record 15 used to perform a function within the
system, such as prepare a document for a traveler or to
sign, review, or approve a document in the system, as
well as To perform maintenance functions in the system.
A Usar may or may not also be a traveler).

Email Address: therese.rublsaétest.noaa.gov
User-ID: RukQo0l

organization Membership: H-20-01
organization Access: H-20-01

Group Access: H-20-01-IAOP

My Traveler Record Information: (A Traveler record is used when authorizing or making

claims for travel. In most cases a traveler is also
a user, but this may not always be true, such as in
the case of INVITATIONAL travel.)

Email Address: therese.rublsatest.noaa.gov

organization Membership: H-20-01

Associated Routing List: ImoP

Cardholder Code (Inwvitatiopal Indicator): CARD HOLDER

My Routing List administrator(s) 1s:
000600001 Therese A. Rubis
000600002 Karen B. Davis

I can prepare, access or edit documents for these travelers:
000600001 Rubis, Thersss A
000500002 Davis, Karen B

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

Click on Admin in the Menu Toolbar, the | 3 aoueisemue
document toolbar options change. These » set Password

options allow a user to change their ¥ set signature
password, reset their signature and remove | 7 Beeanie uhoriy
edit locks » User 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.
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When clicking on Remove Edit Locks, the following screen will appear:

Edit Locks
Cuick Tip For this page you can:
Click the document name to remove an edi lock. more
| Olose |gdi Locks

Travel Authonzation 0142010 10:26 Al

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.

Click on Rates in the Menu Toolbar, the [> RATE SETUP
document toolbar options change. These [+ Per Diem Locations
options allow a user to lookup per diem b EEEE
location rates without having to create a e

new document. [> USE Distriutans
[* Footnotes

5a

Clicking on Per Diem Locations brings up the following screen:

Per Diem Locations

Quick Tip For this Page you can:
Clhick e Pencd izon beails the beslion 1o view rales. Chek the beatian
name to view per diem details for that locotion, more Close | Lccation

Locations =
Tyve [& |
state/Country [CONUS | R =
Currency | vz, Deliar

O — e

[? ALLPLACES NOT  (FOR ALASKA & HAWAN SEE Mo
LET APRE)

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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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:
Clck the Pencd icon besite Me laeation 1o view rates. Cick the leatian —
nome to view per diem detaits for that location, morg Close |l.wutiun
Type (Al b
stateiCountry | COLORADD A =l
Currency ||._|_5_ Dellar s | =]
; =
[Rates] Location [ County | Uinke| Camments | P
J  apaus counTr DENVER Yes  —
ARAPAHOE
T ARAPAHOE Mo same s Denver
J COUNTY
sRaPAHOE N
§ o ARAPAHOE Mo Recalves Denver rats,
ARAPAHOE
4 e ARAPAHDE  Yes =

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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5C | Click the View Rates ¢ icon in order to populate in the lower half of the screen the
rates for that location.
f DENVER DENVER Mo
i wﬂfﬁcm AVALSHME pewver Yes -
F DOUGLAS COUNTY  DOUGLAS Wo  —
Rates for DENVER, COLORADOD
_::r—mm_ﬁz_m-mz—m_m—
& aze00 86.00 1007/08 12131149 Ay 1221 uso
F s 48.00 100 1/0E 013009 DU 12131 UsD -
F 12000 25.00 107 000G 01 1231 ush -
{Fﬂrluu 48.00 10:01/06 30T 0m 1231 usDn .
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 BOULDER, COLORADO
—m_———mm-
J 10300 51.00 10/01/09 12431149 11/ 04/30 UsD
F 12500 61.00 10/01/08 12431448 10401 10431 UsD =
F 124 00 61.00 10/01/09 12431449 05/ 08i30 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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