Routing Administration in ITM 9.0

Step Action

1a » Open Internet Explorer
» Go to the following URL:
https://itm-prod.rdc.noaa.gov/cgi-bin/90ipi/docprep/login.w

1b | » Enter your Username & L —
. Chek herg in access the NOAA FS0 U Web Page
Password on the Login :
Page o
@Ico '''''''
friece i
Uocurment Preporation
Approve and Houts Documants
Rudgets
Administration
Gelco Travel Manager®9.0
..
H Document Preparation
1c > C“Ck on Approve and Route Documents
Administration Budgets
Administration
Cancel
Notes:

v’ 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.

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.

powered by

2 From the Menu Toolbar

> Click on EPA

Karen B. Davis

~ [> Routing

User: = -
Therese A. Rubis [» Auditing
[+ Processing

" [> Noti
otices
> Utilties _
N cepors [» Security
Eepol
= [> Utilties
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Routing Administration in ITM 9.0

Step

Action

Notes:
v' Upon logging into the Administration module, depending upon your role (Group Admin,
Routing Admin or both) your Menu Toolbar may list different options.

v’ 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.

From the Navigation Tree

A
User:
. . Therese A, Rubiz
» Click on Routing -
. . . [» Routing
» Click on Routing Lists
¥ Routing Lists
= Signatures in Routing
List
= Replace Signature
= Global Signature
Delete
= In=zert Signature into
Routing List

3a

The Routing Lists screen Routing Lists
appears

Notes:
v’ This is a split screen.

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

v Due to the FFB Reorganization you will see more lists.
0 Please do not modify a list that is not your responsibility.

Click on the Add (Routing For this Page you can:

List) button found in the Add | Routing List
upper right corner to _Proview |Routing Lists

create a new routing list _Cancel | Selection

43

The Routing Details area appears with blank fields.

Routing List Details

Routing List Name ©

Orgamization ¢4
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Routing Administration in ITM 9.0

Step Action
4b In the Routing Details area:
» Enter Routing List Name
» Enter Organization
» Click Save
Notes:
v’ The routing list name can only be 8 characters long.
v The Organization can be typed in, copied/pasted, or the lookup icon can be utilized.
v’ The screen will refresh and show the newly added routing list at the top of the listing.
5 From the Navigation Tree [» Routing Lizts
} Signatures in
. . . Routing List
» Click on Signatures in = Replace Signatue
Routing List = Global Signature
Delete
= Inzert Signature into
Routing List
5a | The Signatures in Routing | Sionaturesin Routing List

Quick Tip

L"St screen a p p ears Click the reuting 21 name le displsy all eniriss and signatures in the routing list, more
Organization | &
Routing List
touting Lis!
Search Resulls Preyad  Hext 40
H-20.01 DELEG1
H-20-01 DELEG2
201 DELEGE-1
H20- DEMO
2001 DOCTR
Moo DOCTRI
0-01 BQCTPLZ
H-2001 DOCTYFZ

Notes:
v’ Only 40 Routing List names will appear per screen. You can use the Prev 40 and Next
40 links to navigate through the lists.

v Due to the FFB consolidation, you will see more lists; only select those that you are
responsible for!

v' We suggest searching on the name of your list to ensure you are opening the correct
list.
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Routing Administration in ITM 9.0

Step Action
5b | In the Search Criteria area: | SottresinRoutingList
> E nter Routing LiSt gl‘il:lkclt:lrguﬂng st name fo display all entries and signatures in the routng list, more
Name = Organization | LY
> CIiCk SearCh Routing List s Chick 0n an entry to select il
Search Resulls e . Prev 4l  Hext 40
Any list(s) that has the
criteria entered will
appear below.
» Click on the Routing
List Name
s s H Signatures in Routing List DEMO
6 The Signatures in Routing ——
l.iSt (NAME) screen Add new, modify or delste an existing roufing list entry, mare S?na‘m
appears
Notes:
v’ Only 40 Signature names will appear per screen
v’ If this is a new routing list, no signatures will appear the first time you enter this screen.
v’ This is also the area where you would make changes to the signature names if needed.
6a Click the Add (Signature) For this Page you can:
button in the upper right [Add ] signsture
corner to add the _Maictsin_|fraveiers
reviewer(s)/approver(s) to Back |
the routing list
7 The Signatures Details Signature Details .
TR B B
screen appears et s i a3 e 1 o e e (S [
after itis signad, and any condional pracess that is exsculad ta determine whether 1o clude this signature in the. E Updates

routing kst on a document. more
Close | winout Snving Updntes

Signature Details

Document Type | [T ~

Signature Name © | Signature 4
Status @ v
Process Name el
Level® |p
Record Last Updated
User D ] pate | Time
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Routing Administration in ITM 9.0

Step Action

7a Select the Document Type | Document Type | (Al h

nature Name @
5 Govt Vich

Status @ |LV
RECLAIM
Process Name |Ta

| anat i [TV

7al | 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

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

types.

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

v' 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 Status D v

255 Name
APPROVED

Level @ [ALDIT PASS

CANCELLED
B CcrTiFED
CFS ADJUSTMENT
UserD | coMPLETED

PAID BY CONV CHECK
PENDING
PROCESSED
RETRANSMIT
RETURNED
REVIEWED
SIGNED

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

Notes:
v Only use the three listed above.

v’ The other statuses listed are for other functions within the system — not routing.
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Routing Administration in ITM 9.0

Step Action
7c Select the Process Name Process Hame b
Level @ BT ACCOMPANIED
I DOC ACTUAL EXPENSES
DOC BLAWKET
User Il |DOC COMFERENCE LODGING
DOC DELEGATED
DOC FOREIGMN
DOC INVITATIOMAL
DOC MOM-FED. OR FOREIGN FUNDED
DOC NOM-WHTI
DOC NMOMDELEGATED
DOC OMAD CIVILIAN-DELEG
DOC OMAD CIVILIAM-NOMDELEG
DOC OMAD COMMISSIONED-DELEG
DOC OMAD COMMISSIOMED-NONDELEG
DOC PREMIUM CLASS
DOC REDELEGATED
DOCWHTI
NTO FOREIGMN
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:
v’ If you use one, you must use all three. (NONDELEGATED, DELEGATED, REDELEGATED)
v' NTO FOREIGN is ONLY for the NOAA Travel Office
v 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.
7d Enter the Level Level @ |
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Routing Administration in ITM 9.0

Step Action
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 recieves the document.
Notes:
v The default is zero (0). Zero should NEVER be used in your routing list. The lowest level
should always be one (1).
v There is no limit to the number of levels to a routing list.
v The approvers should always be at the last, or highest, level of the routing list.
7e Click the Signature button Signature Name © Signature |
7el A new window will open = Signature Lookup - Windows Internet Explorer
showing people only Enter Search C
within your ITM Org Code, Organization |
however, you are not tame | Cancel
limited by your Org code VHum |
when searching for n
. HEACY 2 UIR k
signatures. | Organization  fvhum | SignaslweMame  [Effective Dal
H-20-01 BO0S-00001 Thersgs & Ruhic 0EHM0
H-20-0 DOOSDO00Z  Kar i D40 D
H-20-01 0005-00003 Scofl C_Vianther OTAEM0
H-20-01 BD0E-00004 Chriz 0. Daran 07HMEM0
H-20-0% BD0E-0000S Jangt B Helder M0
H-20-0 DU0S-00006  JoffE Mathis DA
H-20-01 000s-00007 Pat & Kalkaan BN
H-20-01 B008-00003 Tim H. Crapg 0zE1M0
H-20-01 B00s-0000S Charlgne | Tharkan M0
H-20-0 BOOS-B0U1 0 " k BTASHD
H-20-01 0005-00011 Pawline K, Garcey WETETSE]
H-=20-01 B008-00012 Anthany L. Spenell 0310
H-20-01 B008-00013 Iik= M. Papadatis WEGETL]
H-20-01 DO0S-00014 H o DD
H-20-01 GD0S-00015 Ann Lomiging naAnn bt
Notes:
v A Routing Administrator is not limited to just their ITM Org Code in order to add people
to the list.
v 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.
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Routing Administration in ITM 9.0

Step

Action

7f

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

Signature Details

QuickTp

Update signature details for this routing st entry. Each entry indicates the document type, who will 5ign the Save | signature Updates
document, what ststiss code wil be stamped on the document, the order or leve that the document will be routed e e
afteritis signed, and any condtional process that ks exscuted to determing whether o RClude this signature i the. Qlaar | Updates

routing kst on & document. mora
Close | winout Saving Updates

Signature Details

Document Type | (Al} v
Signature Name @ [Pauire K. Gercia | Signature | 10|
status @ [APPAOVED - #
Process Name | DOC REDELEGATED -
Level® |g

UseriD Date | ] Time |

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

Signatures in Routing List DEMO

Quick Tip For this Page you can:

Add new, modify or delete an existing routing list entry, mare slgnaune
Masintain ITrwm
Signature List
Sea ult: Provdd et
/X B 000600011 AFPROVED 5 Pauine K. Garcia DOC REDELEGATED

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.

For this Page you can:

Signature
Maintain | Travelers

_Back |

11

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

Add Travelers to Routing List DEMO
Quick Tip For this Page you can:
Add quicktip Add | Travelers
LastName -m'

VHum

e ults Prevdd Hext 4
[0 FubieTheress. A 0005-00001 H-20-01 loP
[0 DavisKaren. B 0006-00002 H-20-01 0P
] wenther,Scett © 0006-00003 H-20-01 1207
[] Doranchrie. 0 0006-00004 H20.01 Laop
[ HolderJanet £ 005-00005 He20-01
[ MathisJeff. F 0006-00008 H-20-01
] KalsanFal & 0008-00007 H-20-01
[J cropaTim t 0006-00008 H20.01
[0 Thorton,Chariene. | 0005-00005 H-20-01
[0 eakDarren. J 0008-00010 H-20-01
Garcia Fauine. K 0006-0001 1 HZ0.01 L40FSUF
[J SeenehAnthony. L 000600012 H-20-01

11a

Select the person to be associated to this list:

» Check the checkbox next to the name of the traveler
> Click Add (Travelers) button

FY 2010 - September
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Routing Administration in ITM 9.0

Step

Action

Notes:

v All travelers will be listed. This includes employees, invitational travelers, bargaining
unit employees, and reviewers/approvers in the same ITM Organization Code.

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

v’ 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.

v’ 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.

v’ 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 Logout in the
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
la The Signatures Details Signature Details .
. ) E=r
screen appears with all et i s vt St e sacamea it vttt s oot by e | [ SRR
after itis signad, and any condtional process that is sxscuted to determine whether o ncude this signaturs n the E Updaies

information filled out from
the line that you copied
from.

routing kel on a document. mopre
Tose | winout Snving Updnies

Signature Details

Document Type | [T ~

Signature Hame @ | Pauine K, Garcis Signature:
status @ [ APPROVED v| #
Process Wame | DOC REDELEGATED vl

LevelD |5

Record Last Updated

User D Date | ] Time |
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Routing Administration in ITM 9.0

Step Action

1b » Make the changes necessary to this record

> Click Save
1c | The Signatures in Routing | 2 =™ feuno i 50 s 4 Pt om cemt
List (NAME) screen Add new, modify or delste an existing routing list enkry, more ::m:f“m
appears with the new
. . Signature List
information added. o —
ﬁ x @ Al 000800037 APPROVED B8 Parke L. Brown DOC REDELEGATED
ﬁ x @ Al 0008-00011 APPROVED -] Pauline K. Garcia DOC REDELECATED
To Delete a Signature Line
Step Action

1 To delete a signature line:

Click the delete ( 4 ) icon on the signature line you wish to delete

la A window prompt will TR o
appear.
> Click OK \_‘? Do wou realky want to delete this record?
ic
[ K, ] [ Zancel
1b | The Signatures in Routing | S"resi foutio tst DEvo e
Ll'st (NAME) Screen Add new, modify or Gelets an existing routing list entry, mare i:"au:re“m
appears without that
signature line.
J x E Al 0006-00011 APPROVED -] Paufine K. Garcia DOC REDELEGATED
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Routing Administration in ITM 9.0

To Edit a Signature Line

Step

Action

1 To edit a signature line:

Click the edit ( ﬁf) 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.

Signature Details

Quick Tip For this Page you can:
Update signature details for this routing st niry. Each snbry indizabes the document type, whe will sign the Save | signature Updstes
document, what status code wil be stamped on the document, the order or level that the document will be routed s
afisr itis signed, and amy condlional process thatis exsculsd b debermine whether o include this signature in the Qlear |upgates
routing kst on a document. mpre

Clase | wenout Suving Updates

Signature Details

Dotument Type .- hd

Signature Name @ [Peuine K Gercia Signaturs | |11 |
status @ [ APPROVED v|#
Proceas Hame | DOC REDELEGATED v
Level D [§
User D ] Date | Time |

1b » Make the changes necessary to this record

> Click Save

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

Signatures in Routing List DEMO

Quick Tip
Add naw, medify or delete an existing routing list entry, more [Petd | signstuee
Maintain Iirwm
Signature List Click on an en
| Edi [Oekic| Copy | DocType  fNum [ DocumentStatus [ Level | Signature Nome | FoleOrg | Frocess Name |
f x % All oooe-00011 REVIEWED 2 Pauline K. Garcia DOC HONDELEGATED
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