Reviewing/Approving Excepted Travelers’ Documents 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.

v' NOAA does not use the Approve and Route Documents module in ITM. All approvals are
done from the Document Preparation module.
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Reviewing/Approving Excepted Travelers’ Documents in ITM 9.0

Step Action
2 The Home screen appears.
GelcojlravellManagerg9.!
Setup Reports Logout Help NOAAFSDITM Web Page " Document Preparatis
u::l::as.mn Home
Traveler: @ Quick Tip
Welcoms: to Travel Manager, Chck the “mane” ink in Last Documents 10.go to Open Document Page. Click the “more” link in Review Document to open Review Document Page. Click the
b Home Page Document icon o open the document. mors
[» Create New Document -
[# Open/'Copy Document F‘momymll.OMmom:n:!muudamnnnw.'mwellll:n::mmwdelomlwmpsﬂ‘mhcgnwudmﬁmﬂ
[ Quick Open Document REMINDER: TAs created using the procedures for "Emengency Traved and System Downlime” stil require electronic approval in the system
[ nenc Doz ent Last Documents moe Documents to review mose
" [Type | Twwe | DoomenName | OeDwe | nuse | Twe | Tawer | Doowentane | Deplbae | iUz |
[ Dwlete Documents @TA D00G00023 PFTARSO004 10415
[ import Document B1a O00G00005 PTARS0001 10w1s
@A 000600023 FTARSO003 W15
D]’,Q 000600005 PTARS0002 10115
Notes:
v Up to five (5) documents will show in the Review area on the Home screen.
v’ The oldest documents will appear first.
v’ Excepted Traveler documents will not route electronically.
v Reviewing/Approving Officials must have the same group access as Group Administrators
in order to review/approve excepted travelers.
3a From the Home screen:
» Click on Open/Copy Document link in the Document Toolbar
3b The Traveler Listing (Open/Copy Document) screen appears

User:
Laura 5. Goidstein
Traveler:

[» Home Page

[> Crente Mow Document

' Open/Copy Document
[» Quick Open Document

[ Amond Documert

[» Review Documents

[» Delete Documents

[ rpart Document

Gelcoy ravelMana0e aoT0)

Document Preparation

Traveler Listing (Open/Copy Document)

Quick Tip
Type one or more leliers of the fraveler's last name and click Search. Then,
chel ser's rame fo kst all documents. Open/CopyDoe DiteleDoc

Enter Search Criteria
—y—

Document Type ALL

Traveler List ot it

Erev 40 Next40

0006-00010
D006-00008
D006.00004
000600023
D006-D0DOS
0006-00006
000600050

» Click on the traveler’s name in the listing

FY 2016 V1.0

Restricted Rights Notice-For NOAA and BIS Users Only Page 2 of 8




Reviewing/Approving Excepted Travelers’ Documents in ITM 9.0

Step

Action

Notes:
v Approvers must be assigned to the group in their profile in order to view the excepted
traveler’s document. If not assigned, they will only see their name in the listing, if they

have travel documents.

v’ The traveler listing will only list those travelers in the group that have travel
documents.

v’ Searches can be done by traveler’s last name and document type.

3c

The traveler’s documents will appear on the right side of the screen.

Celcoq raveManagers

Setup Reports Logout Help NOAA FSDITM Web Page Document Preparatio

e Traveler Listing (Open/Copy Document) Document Search (Open/Copy Document)

> Quick Tip
[ 1o Page 8 Type one of mode lefiers of the fraveler's last name and diick Search ‘I'hen
[» Create New Document nruhr traveler's name 1o kst all documents. Open/CopyDioc

AmendDog —]':--:E::-mlm
e Document

: _ T E—r— e
Enter Search Criteria

[» Quick Open Document @l A PHHSS0001 1010515 SIGNED

[» Amend Document Name (Last First)

[» Review Documents Document Type ALL

[ Delete Documents. Traveler List
[» impart Document u

0006-00010
0006.00008
0006-00004
000600023
0006-00005
DO0E-DOD0EG
0006-00050

» Click on the open document icon ( El ) of the document you wish to approve

4a

If there have been revisions to the travel document, the Open Document Version screen
appears.

» Click on the most recent adjustment/amendment found at the top using the open

document icon ( Ei ). The most recent version will also have a double asterisk
beside it.

Open Document Version for PTARS0003

Quick Tip For this Document you can:
Adjustments have been made to this document

Nate that only the: current version, marked by **, may be further adusted or routed. more Cancel I Opening Document

Document Version List Click on an entry to select
pocumenttype . Jeew _pate  _Jime gt |
[B ApsusTmENT = 2 1000815 325PM Therese A Rubis

B oricmaL 1 1000815 2.59PM Therese A. Rubis

> Go to Step 4b
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Reviewing/Approving Excepted Travelers’ Documents in ITM 9.0

Step Action
4b If there have been no revisions to the travel document or after clicking on the most recent
adjustment/amendment the Open Document Signature screen appears.

Open Document Signature

Q) v
The Signature PIN |5 case sensitive! mare wRewewDocunem
Signature for Adjustment ﬂj Document as View-Only
Reason -~ Cancel IOpHI'ng Document
> Enter Signature PIN
» Click Sign (to Review Document) button
Notes:
v' To open a document in View Only mode, do not enter your Signature PIN, and click the Get
(Document as View Only) button.
5 The Document Summary screen appears
Peico GelcojlravelManagerg9.0

Setup Reports Logout Help NOAA FSDITM Web Page Document Preparatiol

“'-'%"‘n ,f, Gossten Document Summary for Adjustment to Travel Authorization PHHSS0001 .

b m&% 8 ?:':;(EE information, click on a Details bk You can sign and stamp your document from the Documert Statiss sechon. s
Sign thés document

f [somlorome

» Travedar info. Unido | Acstment

= Document Information Continue | Entering Document

posssten s G036 | urret Document

TN D Status C Status: A Awalting: for

= ACCOUNGNG

« Totaks

Document Status
Perform PreAudds
Preview Document
« Clase Document
Stamp and Route
Traveler Details raveler ID;
@ Document Information
Notes:

v To back out of an adjustment without taking any action (i.e. making changes or applying a
signature stamp), you MUST click the Undo (Adjustment) button in the upper right hand
corner. Simply closing the document will still create an adjustment status, even if no
action was taken.

5a 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.
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Reviewing/Approving Excepted Travelers’ Documents in ITM 9.0

Step Action
6 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 6a. From the Document Status
screen follow step 6b.
6a From the Document Summary screen do the following:

» Make sure the status to apply says REVIEWED or APPROVED, depending on your
role.

Type in your Signature PIN

Enter Remarks (if any)

Check the checkbox (if no adjustments have been made to the document — see note
below)

> Click on the Stamp and Route button

> GotoStep7

YV V V

=
 Document Status Current Status:
Status To Apply Signature PIN Remarks
SELECT STATUS BELOW ~ -

2! stamp Without Adjustment o

Reason
-

Stamp and Route |

Notes:
v The Stamp and Route button is toward the bottom of the Document Status section.

v’ If you type your Signature PIN and press ENTER that will only save the adjustment not
stamp the document.

v’ Not checking the checkbox will leave the adjusted status in the history of the document
even though there wasn’t an adjustment.

v’ Reviewers/Approvers have the ability to make changes to a document; however, the
original preparer will not be automatically notified of any changes made. Therefore, it
is suggested that they return documents to the preparer to make any necessary
changes, so that one person is in control of the document from start to finish. To do so,
a Reviewer or Approver may change the status to RETURNED, if a change needs to be
made. If that is done, REMARKS need to be entered stating what changes need to take
place on the document.
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Reviewing/Approving Excepted Travelers’ Documents in ITM 9.0

Step Action
6b 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
6b1l | The Document Status screen appears.

Status for PHHSS0001

Quick Tip For this Document you can:
The Signature PIN is case sensitivel more
and Submit Document
/| | GoTo
Back | Continue

Status to Apply SELECT STATUS BELOW - _

Signature PIN

Reason

Remarks

Document Routing

1110915 11:41AM CREATED Therese A Rubis
11109715 11.45AM SIGNED Therese A Rubis
11109115 11:55AM ADJUSTED Lawa S Goldstein

Make sure the status to apply says REVIEWED/APPROVED

Type in your Signature PIN

Enter Remarks (if any)

Check the checkbox (if no adjustments have been made to the document — see note
below)

Click the Stamp (and Submit Document) button

YV VYV

A\ 4
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Reviewing/Approving Excepted Travelers’ Documents in ITM 9.0

Step Action
Notes:

v' The Document Status screen will show the Document Routing associated to the
document as well as the Document History.

v Not checking the checkbox will leave the adjusted status in the history of the document
even though there wasn’t an adjustment.

v’ Reviewers/Approvers have the ability to make changes to a document; however, the
original preparer will not be automatically notified of any changes made. Therefore, it
is suggested that they return documents to the preparer to make any necessary
changes, so that one person is in control of the document from start to finish. To do so,
a Reviewer or Approver may change the status to RETURNED, if a change needs to be
made. If that is done, REMARKS need to be entered stating what changes need to take
place on the document.

7 The Pre-Audit Results screen appears
Pre-Audit Results for PHHSS0001
?‘.ﬁl‘;ct':vcﬁhfagmmng Glass icon to view detall comments for each audit process. more Stamping the Document
Document Mame: PHHSS0001 Cancal | preAudit Results
Type: TA
Traveler: Stokes, Harey
Status: PASS

@ ACCOUNT VALIDATION PASS

[ AMENDMENTS PASS

[B\ AMOUNT PAID TO TRAVELER PASS

[8 APPROVAL BY TRAVELER PASS

[ poc Amend 1o 50 PASE

[ DoG CONFERENGE VALIDATION PASS

B poC FY END PROCESSING PASE

[ poc MILEAGE VALIDATION PASS

& DOC PAA ADHOC EXPENSES PASS

E\lmc PAA DOCUMENT NAME PASS

@DDC PAA FOREIGN HOTEL TAX PASS

[ DOC PAA LAUNDRY CONUS PASS

@DOC PAA LAUNDRY FOREIGN 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.
8 A blank screen may appear while Travel Manager is sending information to the Core Financial

System (CFS). Please DO NOT close the browser. Wait until the Home screen appears.
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Reviewing/Approving Excepted Travelers’ Documents in ITM 9.0

Step Action

9 Approvers will see the following on their Home screen:
Home

Quick Tip
g Wedcome to [ravel Manager Chek the "more™ ink in | ast [ocuments to go to Open Document Page Chk the "mare” ink in Review Document to open Rewew Document Page Chck the
Document icon lo open the document. more

= News
Please contact your LO Budget Office for guidance on the appropriate accounting code to use for trips that begin or endin FY 2011.

REMINDER: TAs created using the procedures for “‘Emergency Travel and System Downtime” still require electronic approval in the system.

Last Documents moce Documents to review more

Ba D00GOD0SD PHHSSO001 100515 Bia 000G00073  PTARSD004 101915

Bira 000600005 PTARS0001 1014915
Brra 000600023 PTARS0003 101915
Bra 000600005 PTARS0002 1011915

Messages
*Email has been sent to therese.rubis@noaa.gov

CBA OBLIGATION #:00191674 Organization 1D:142002 TRAVELER PO#:00191673

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