Stamping Voucher Signed Electronically in ITM 9.0

Step Action

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

1b » Enter your Username & Password on the Login Page
» Click on Document Preparation

o
This is the GTME0 Training instance.

For [TM questions or concems, please cantact the Cient Sendces Help Desk on 301-444-3400 and select option 2 far Travel Help or via email to
Glisnsenices@noaa. ooy,

All Password and Signature PIN reset requests must be submitted via email to Chentsenicesiiinoaa qov

User Name

@I coO Password
Exponse
Management

Did you forget your password?

Document Preparation
Approve and Route Documents

Budgets
Administration

Copyright @ 19972006, 2007
Gelco Information Network GSD, Inc.
** PRIVACY ACT NOTICE **

Gelco Travel Manager®9.0

Note:
v’ If you press ENTER after entering your Username and Password, the system will
automatically go into the Document Preparation module.

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

2 The Home screen appears.

Home

Quick
g Welcormne to Travel Manager. Chck the "mone” ink in Last Documents to go 1o Open Document Page. Click the "mare” ink in Review Document 1o open Review Document Page. Chck the
Docurment icon to apen the document. more

News
Please contact your LO Budget Office for guidance on the appropriate accounting code 1o use for trips that begin of end in FY 2011
REMINDER: TAs created using the procedues for “Emergency Travel and System Downtime™ still require elecironic approval in the system

Last Documents more Documents to review more
By 000B00006  NJFMS0054 100515
B 000600006 NIFMS0053 014115
B 000600006 PUFMS0001 011116
m ™ 00000006 NJFMS0051 08105
B 000600006  NJFMS0052 101815
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Stamping Voucher Signed Electronically in ITM 9.0

Step Action

Notes:

v' Up to five (5) documents will show in the Review area on the Home screen. (*Documents
will be removed once datalinked)

v The oldest documents will appear first.

v’ Travelers should NOT open travel vouchers to stamp until the person preparing them has
contacted you.

3a There are two ways to open a document for stamping with the status of SIGNED:

» Click on the open document icon ( Ei ) of the document to stamp on the Home
page

» GotoStep4

OR

3b Click on the More link in the Review Area or Review Documents link in the Document Toolbar.

Documents to review  more Review Documents

3b1l | The Review Document screen appears

Review Document

Quick Tip
g These are documents awaiting your action. Select your search critena then select the document you want to review, more

Enter Search Criteria
Document Type All

Search Results Click on an entry to select it

aT\a PJFMS0001 PJFMS0001 011116 CREATED Mathis, Jeff SIGNED
@TV NJFMS0052 NJFMS0052 1015 CREATED Mathis, Jeff SBIGNED
a ™ NJFMS0054 MNJFMS0054 V0515 CREATED Malhus, Jetf SIGNED
Ia v NJFMS0053 NJFMS0053 091415 CREATED Mathis, Jeff SIGHED
@W NJFMS0051 NJFMSD051 081015 CREATED Mathig, Jeff SIGNED

3b2 | % Click on the open document icon ( El ) of the document to stamp
> GotoStep4
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Stamping Voucher Signed Electronically in ITM 9.0

Step Action
4 The Document Summary screen appears
Document Summary for Travel Voucher PJFMS0001
g Quick Tip For this Document you can:
Faor specific information, click on a Details ink. You can sign and stamp your document from the Document Status section. more
Sian this document
Dounul
Conlinus isuerlmnmrt
Glose | curent Document
Trip # 1
ODmumam Status .. Current Status: CREATED  Awaiting: Malhis, Jell . for Status: SIGNED
S!GED -
Stamp and Roule [

Traveler Details Traveler ID: G000 Travaier Mame: et Mathis Organization:  H-20.01

2 Document Information TA# IFMS0001 Currency us 1 Type:

P oeation From To Per Diem Rates

1.SITE VISIT CHARLESTON SC [AAERR TR 0114116 14500 / 69 00 (120115-02728/16)

I escnplion

Coastal Survey. Charleston. SC

43 The travel document can be reviewed from this screen. If more details are needed, like
accounting string, the heading of each section may be clicked to go to that specific area or an
option listed on the left in the Document Toolbar.

5 Once the document has been reviewed and is ready to be stamped it can be done one of two
ways. From the Document Summary screen follow step 5a. From the Document Status
screen follow step 5b.

5a From the Document Summary screen do the following:
» Make sure the status to apply says SIGNED
» Type in your Signature PIN
> Enter Remarks (if any)
> Click on the Stamp and Route button
> GotoStep6
eDocumentsmtus Current Status: CREATE Awaiting: Mathes Jeff F for Status: SIGNE
Status To Apply Signature PIN Remarks
SIGNED
_
Stamp and Roule j
Notes:
v' The Stamp and Route button is toward the bottom of the Document Status section.
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Stamping Voucher Signed Electronically in ITM 9.0

Step Action
S5b To stamp a document from the Document Summary screen do the following:
Click on the Document Status link from either the header section in the Document Summary or
from the Menu Toolbar
@ Document Status |« Document Status
5b1l | The Document Status screen appears.
Status for NJFMS0054
QuickTip B For this Document you can:
The Signature PIN is case sensitivel more sm N —
_Back | Conlinue
Status to Apply SIGNED
Signature PIN
Reason
Remarks
Document Routing This is the routing path the current document will take once routec
Mo ——————————————————————— s Jew |
Mathis, Jeff F SIGNED ]
Document History This is the status history for this docume
Date/Time [Sia lame Remarks  ReasonDesc |
_11-‘]3&"‘].‘} 12 20PM CREATED Therese A Hubis
> Make sure the status to apply says SIGNED
> Type in your Signature PIN
> Enter Remarks (if any)
> Click the Stamp (and Submit Document) button
Notes:
v The Document Status screen will show the Document Routing associated to the
document as well as the Document History.
FY 2016 Restricted Rights Notice-For NOAA and BIS Users Only Page 4 of 6




Stamping Voucher Signed Electronically in ITM 9.0

Step Action
6 The Pre-Audit Results screen appears
Pre-Audit Results for NJFMS0054
Quick Tip For this Document you can:
Click the: Magnifying Glass icon to view defail comments for each audit process. mone I Conlinue |$mmimm0mmrt
Document Name: NJFMS0054 Cancel 1"‘9"‘“" Results
Type: 1V

Traveler: Mathis, Jeff
Status: PASS

Pre-Audit Results

1 7T
[Bx AccounT vaLIDATION PASS
[B AMOUNT PAID TO TRAVELER PASS
[B\ ApPROVAL BY TRAVELER PASS
[ sLanKET AUTHORIZATION PASS
[ poc conFERENCE vALIDATION PASS
[B poc MLEAGE VALIDATION PASS
[ poc paA AD-HOC EXPENSES PASS
[B poc PAA DOCUMENT NAME PASS
[ poc PAA FOREIGN HOTEL TAX PASS
[ 00C PAA LAUNDRY CONUS PASS
[ poc PAA LAUNDRY FOREIGH PASS
B poc Paa LAUNDRY OC-NON PASS
&DDC PAATICKET CLASS PASS
[ Doc PAA VOUCHER MISC. EXPENSE PASS
B noc Pre-Paid Viouchers PASS
[ boc VERIFY A LEVEL PASS

> If the document status has PASS, click Continue (Stamping the Document) button
» If the document status has FAILED, click Cancel (Pre-Audit Results). Fix the error, re-stamp
the document.

The Signature screen appears

Signature for NJFMS0054

Quick Tip For this Document you can:
If you agree with the statement, click Accept. more

FRAUDULENT CLAIM —
Falsification of an item in an expense account works a forfeiture of the claim (28 U.5.C. 2514) and may result in & fine of not more than 510,000 or impriscnment for not

meore than 5 years or both (18 U.S.C. 287; id. 1001).

CLAIMANT'S RESPONSIBILITIES AND ELECTRONIC SIGNATURE ACCEPTANCE:

I certify that this voucher is true and correct fo the best of my knowledge and belief, and that payment or credit has not been received by me. | hereby assign to the United
States any right | may have against any parties in connection, with reimbursable transportation charges described above, purchased under cash payment procedures (41
CFR Part 301-10). I verify that | have all recelpts necessary fo support the claims in this voucher. Any exceptions are nofed In the comments section.

“IMPORTANT NOTICE*

**Hard copy hers are only required by Fil when Sele d for Audit and/or pertain to an Excepted/invitational Traveler. Email notification will be sent to
the Preparer, Traveler and Approving Official from Travel Reimbursements@noaa.gov within 24 hours of electronic approval should voucher submission be required. If
you receive netification indicating the hard copy voucher is required, a photo copy of the complele fravel package should be sent te your servicing Finance within three (3)
days of electronic approval. DO NOT SEND ORIGINALS. Retaln orlginal documents in the fleld according fo the record refention policy and procedures set forth by your
Line Office. | quiring hard copy submission will not be app for payment in the Core Financial System until the hard copy voucher is received in Finance

accordingly.

» Read the statement
» Click the Accept (Signature Text)
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Stamping Voucher Signed Electronically in ITM 9.0

Step Action

8 A blank screen may appear while Travel Manager is validating information to the Core Financial
System (CFS). Please DO NOT close the browser. Wait until the Home screen appears.

9 A traveler will see the following on their Home screen:

Home

Quick Tip
Q Welcome to Travel Manager. Chck the “more™ ink in Last Documents to go to Open Document Page. Chck the “more” link in Review Document to open Revew Document Page. Chck the
Document icon to open the document. more

News
Please contact your LO Budgel Office for gudance on the appropnale accounting code to use for inps that begin or end in FY 2011,

REMIMDER: TAs created using the procedures for “Emergency Travel and System Downtime® still require electronic approval in the system

Last Documents mome

Documents to review maore
| Type | Traveler | DocumeniName | DepDate | InUse | mmm
By 000600006  NJFMS0054 1000515 Y NJFMS0053 09M4/15
B 000B00006 PJFMS0001 0111116
By 000600006  NJFMS0051 08M0M5
B ™ OD0E00006 NJFMS0052 101915
Messages:

« Email has been sent to:jon striver@test.noaa.gov
« Email has been sent to:laura.goldstein@test.noaa.gov

10 Another document may then be stamped SIGNED or Travel Manager may be closed out by
clicking on the Logout link in the Menu Toolbar.
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