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Step Action 

1a  Open Internet Explorer 
 Go to the URL for travel Manager 

1b  Enter your Username &  Password on the Login Page 
 Click on Administration 
 

 

Notes:  
 If you press ENTER after entering your Username and Password, the system will 

automatically go into the Document Preparation module.  You will then need to log out of 
the system and try again or open a new window/tab. 
 

 If this is the first time logging into the system, you may be prompted to change your 
Password and/or enter a Signature Pin. 
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Step Action 

2 From the Menu Toolbar 
 
 Click on  EPA 

    

Notes:  
 Upon logging into the Administration module, depending upon your role (Group Admin, 

Routing Admin or both) your Menu Toolbar may list different options.   
 

 For those with the Routing Administrator role only, you will not need to click on EPA in the 
Menu Toolbar.  It is the default option for you. 
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Step Action 

3 From the Navigation Tree 
 
 Click on  Routing 
 Click on  Routing Lists
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Step Action 

3a The Routing Lists screen appears 
 

 

Notes:  
 This is a split screen. 

 
 Only those routing lists in your ITM Organization Code will appear. 

 
 Please do not modify a list that is not yours. 

4 Click on the Add (Routing List) button found in the upper right corner to create a new 
routing list 
 

 

4a The Routing Details area appears with blank fields. 
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Step Action 

4b In the Routing Details area: 
 Enter Routing List Name 
 Enter Organization 
 Click Save 

Notes:  
 The routing list name can only be 8 characters long. 

 
 The Organization can be typed in, copied/pasted, or the lookup icon can be utilized. 

 
 The screen will refresh and show the newly added routing list at the top of the listing. 

5 From the Navigation Tree 
 
 Click on Signatures in 

 Routing List

 

5a The Signatures in Routing List screen appears 
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Step Action 

Notes:  
 Only 40 Routing List names will appear per screen.  You can use the Prev 40 and Next 

40 links to navigate through the lists. 
 

 Only select those that you are responsible for! 
 
 We suggest searching on the name of your list to ensure you are opening the correct 

list. 

5b In the Search Criteria area: 
 Enter Routing List Name 
 Click Search 
 
Any list(s) that has the criteria entered will appear below. 
 

 
 
 Click on the Routing List Name 

6 The Signatures in Routing List (NAME) screen appears 
 

 

Notes:  
 Only 40 Signature names will appear per screen 

 
 If this is a new routing list, no signatures will appear the first time you enter this screen. 

 
 This is also the area where you would make changes to the signature names if needed. 
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Step Action 

6a Click the Add (Signature) 
button in the upper right 
corner to add the 
reviewer(s)/approver(s) to 
the routing list  

7 The Signatures Details screen appears 
 

 

7a Select the Document Type 

 

7a1 ALL = All Travel Documents 
Govt Vch = Previous ITM Version Vouchers (DO NOT USE) 
LV = Local Voucher 
RECLAIM = Reclaim Vouchers 
TA = Travel Authorization 
TV = Travel Vouchers 
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Step Action 

Notes:  
 We suggest using ALL, unless different people will be reviewing different document 

types. 
 
 If you use one document type (TA), you must use them all (TA, TV, RELCAIM, LV) 

 
 Remember, the system knows to route different document types to the appropriate 

individuals using the standard features.  For example, NTO Office set at all, knows to 
send the foreign Authorizations to them, not the vouchers.  The vouchers will go to the 
lowest level of approval as long as it’s not a post-approval voucher. 

7b Select the Status 

 

7b1 APPROVED = For those approving documents 
REVIEWED = For those reviewing documents 
PROCESSED = For the NOAA Travel Office ONLY 

Notes:  
 Only use the three listed above. 

 
 The other statuses listed are for other functions within the system – not routing. 
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Step Action 

7c Select the Process Name 

 

7c1 DOC NONDELEGATED process name is the highest managerial level possible that may 
actually authorize ALL official travel. 
 
DOC DELEGATED process name allows some of the more frequent “special” travel 
conditions to be authorized at a slightly lower level of management than those listed in 
the DOC NONDELEGATED level.  
 
DOC REDELEGATED process name handles a lower level than what was designated at 
the DOC DELEGATED level.  
 
NTO FOREIGN process name was set up for the NOAA Travel Office in order for them 
to be added to the routing list for foreign travel at the level prior to the first approval in 
the list. 
 
The Process Name may be “BLANK” if the person is reviewing all travel conditions or if 
they are an approver that can approve all types of travel. 

Notes:  
 If you use one, you must use all three. (NONDELEGATED, DELEGATED, REDELEGATED) 

 
 NTO FOREIGN is ONLY for the NOAA Travel Office 

 
 Other Process Names listed should not be used.  They have been built into the standard 

process names, like NONDELEGATED.  This tells the system for those specific 
documents, like DOC FOREIGN, to go to the NONDELEGATED person. 
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Step Action 

7d Enter the Level 
 

7d1 The LEVEL represents where the reviewer/approver falls within the routing list.  In 
other words, the level is the order in which each signature receives the document.   

Notes:  
 The default is zero (0).  Zero should NEVER be used in your routing list.  The lowest level 

should always be one (1). 
 

 There is no limit to the number of levels to a routing list.   
 
 The approvers should always be at the last, or highest, level of the routing list. 

7e Click the Signature button  

7e1 A new window will open showing people only within your ITM Org Code, however, you 
are not limited by your Org code when searching for signatures. 
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Step Action 

Notes:  
 A Routing Administrator is not limited to just their ITM Org Code in order to add people 

to the list. 
 
 A Routing Administrator can search using Organization, First Name, Vendor Number or 

a combination of the three to look up someone. 

7e2 Once the name has been found, click on the Signature Name link. 

7f Once all fields have been entered, click Save (Signature Updates) button 
 

 

8 The Signatures in Routing List (NAME) screen appears with the new information 
added. 
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Step Action 

9 Repeat the steps 6a through 7f to add all of the reviewers/approvers to the routing list. 
 

 

10 To add travelers to the 
routing list, click on 
Maintain (Travelers) 
button. 

 

11 The Add Travelers to Routing List (NAME) screen appears. 
 

 

11a Select the person to be associated to this list: 
 
 Check the checkbox next to the name of the traveler 
 Click Add (Travelers) button 
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Step Action 

 Notes:  
 All travelers will be listed.  This includes employees, invitational travelers, bargaining 

unit employees, and reviewers/approvers in the same ITM Organization Code. 
 

 DO NOT select any invitational or NWSEO (NWS) bargaining unit employee. 
 

 Verify the person does not already have a Routing List associated to them in the far 
right column.  If they do, contact the Routing Administrator of that list to find out why 
the traveler is associated to their list and if they can be moved. 

 
 Reviewers/Approvers, within the same ITM Org Code, associated to the Routing List will 

not have a checkbox next to their name.  This is because they are not to 
review/approve their own documents. 
 

 Only forty (40) individuals will be shown per screen.  Use the search capability to look 
up a traveler by Last Name or Vendor Number. 

12 Repeat step 11 to add all travelers to the Routing List. 

13 When finished: 
 Click  in the Logout

Menu Toolbar. 
 

 

 

To Copy a Signature Line 

Step Action 

1 To copy a signature line: 
 

Click the copy ( ) icon on the signature line you wish to copy 
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Step Action 

1a The Signatures Details screen appears with all information filled out from the line that 
you copied from. 
 

 

1b  Make the changes necessary to this record 
 Click Save 

1c The Signatures in Routing List (NAME) screen appears with the new information 
added. 
 

 
 

 

To Delete a Signature Line 

Step Action 

1 To delete a signature line: 
 
Click the delete ( ) icon on the signature line you wish to delete 
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Step Action 

1a A window prompt will 
appear. 
 
 Click OK 

 

1b The Signatures in Routing 
List (NAME) screen 
appears without that 
signature line. 

 

 

 

To Edit a Signature Line 

Step Action 

1 To edit a signature line: 
 
Click the edit ( ) icon on the signature line you wish to change 

1a The Signatures Details screen appears with all information filled out from the line you 
selected to edit. 
 

 

1b  Make the changes necessary to this record 
 Click Save 
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Step Action 

1c The Signatures in Routing List (NAME) screen appears with the new information 
added. 
 

 

 


