Stamping Voucher Signed Electronically 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 —
Password on the Login = T
Page L
Approve snd u::::mm-
Visossesion
[ coca |
Gelco Travel Manager®9.0
'-
1c > ClICk on Document Document Preparation
Approve and Route Documents
Preparation Budgets
Administration
Cancel
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.

(GelcojlravelManagerg9.0;

Setup Reports Logout Help NOAAFSDITM Web Page Document Preparation

User: Home

Karen B. Davis
Traveler: Quick Tip
‘Welcome to Travel Manager. Click the "more” link in Last Documents to go to Open Document Page. Click the "more” link in Review Document to open Review

Home Page Document Page. Click the Document icon to open the document. more

[> Create New Document
News

[> OpeniCopy Document Please contact your LO Budget Office for guidance on the appropriate accounting code to use for trips that begin or end in FY 2011,
[> Quick Open Document -

Amend D it
J e Docuren DspDsie ] inuse ] Type [ Travekr [ Documenttame | DepDate
[> Review Documents [ER 000600002  OKBDSO0003 02/0810

[» Delete Documents

[> import Document
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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.
v The oldest documents will appear first.

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

v’ Travelers are responsible in signing the paper voucher as well as stamping the voucher
signed electronically.

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
» 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

3b1

The Review Document screen appears

Gelcop Vel Mana e g0

Document Preparation

Setup Reports Logout Help NOAA FSDITM Web Page

User:
Karen B. Davis Review Document

Traveler:

Quick Tip
[> Home Page g These are documents awaiting your action. Select your search criteria then select the document you want to review. more
Create New Document ——-
B Enter Search Criteria
[» Open/Copy Document Document Type | Al K
[» Quick Open Document

Search Results Click on an entry to select

[» Amend Document

[> Delete Documents B 0KBDS0003 OKBDS0003 020810 CREATED Davis, Karen SIGHED

[» Import Decument

3b2

» Click on the open document icon ( Ei ) of the document to stamp
» GotoStep4d
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Step Action
4 The Document Summary screen appears
Document Summary for Travel Voucher 0KBDS0003
Quick Tip For this Document you can:
For specific information, click on a Details link. You can =ign and stamp your document from the Document Status.
=ection. more Dm DM
ngﬂismm
Save |Dncument
Conti |Enter1'ngl"
Close |Cunent Document
Trip#1
@ Document Status Current Status: CREATED Awaiting: Davis, Karen B. for Status: SIGNED
A Signature PIN
[ ]
Regson .|
Stamp and Route |
Traveler Details Traveler ID: 000600002 Traveler Name:  Karen Davis Organization: H-20-01 |
@ Document Information TA# 0KBDS0003 Currency: U.5. Dollar Type: Il:-(‘]sI"ECSET-:-‘
Purpose Location From To Per Diem Rates
1-STE VISIT SAN FRANCISCO,CA 0z/08M0 021210 186.00 /71.00 (11/01/09-08/3110)

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

Go to Step 6

YV VVYYVYVY

2 Document Status Current Status: ADJUSTED Awaiting: for Status:

Signature PIN Remarks

APPROVED v |:|

[ stamp Without Adjustment

Stamp and Route |
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Stamping Voucher Signed Electronically in ITM 9.0

Step Action

Notes:

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

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 OKBDS0003
% Quick Tip For this Document you can:

The Signature PIN iz caze sensitive! mere

M and Submit Document
Back | Continue
Status to Apply | SIGNED w
Signature PIN |
Reason
Remarks

Document Routing This is the routing path the current document will take once routed
e fStaws e ]
Davis, Karen B. SIGNED 0

Document History This is the status history for this documend]
09/22/10 2:43PM CREATED Thereze A. Rubiz

» 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.
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Stamping Voucher Signed Electronically in ITM 9.0

Step Action
6 The Pre-Audit Results screen appears
Pre-Audit Results for OKBDS0003
Quick Tip For this Document you can:
Click the Magnifying Glass icon to view detail comments for each audit process. more Continue | Stamping the Document
Document Hame: 0KBDS0003 Cancel | Pre-Audit Results
Type: TV
Traveler: Davis, Karen
Status: PASS
Pre-Audit Results
I e
E\ ACCOUNT WALIDATION PASS
B« AMOUNT PAID TO TRAVELER PASS
@ APPROVAL BY TRAVELER PASE
E\ BLANKET AUTHORIZATION PASS
B« DOC CONFERENCE WVALIDATION PASS
@ DOC MILEAGE VALIDATION PASS
B poc Pre-Paid Vouchers PASS
[\ EXPENSES OUTSIDE TRIP DATES PASS
@ FUTURE TRIP DATES-VCH PASE
[\ TRAVEL STATUS PASS
[\ ReCLAM DOCUMENTS PASS
[ vALDATE viUM 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.
7 The Signature screen appears
Signature for OKBDS0003
Quick Tip For this Document you can:
If you agree with the statement, click Accept. more Accept | signature Text
Cancel |Stamping
| certify that thiz voucher iz true and correct to the best of my knowledge and belief, and that payment or credit has not been received by me. | hereby a==ign to the United
States any right | may have against any parties in connection, with reimburzatle tranzportation charges dezcribed above, purchased under cash payment procedures (41
CFR Part 301-10). | verify that | have all receiptz neces=ary to gupport the claims in thiz voucher. Any exceptions are noted in the comments =ection.
In addition to electronic signatures, HARD COPY DOCUMENTATION AND SUPPORTING RECEIPTS ARE STILL REQUIRED BY FINANCE AND SHOULD BE SUBMITTED
IMMEDIATELY FOLLOWING ELECTRONIC APPROVAL.
» Read the statement
> Click the Accept (Signature Text)
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.
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Step Action

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

Home

Quick Tip
% Welcome to Travel Manager. Click the "more” link in Last Documents to go to Open Document Page. Click the "more” link in Review Document to open Review
Document Page. Click the Document icon to open the document. more

Hews
Please contact your LO Budget Office for guidance on the appropriate accounting code to use for trips that begin or end in FY" 2011.
R T T S T AT m

Messages:
« Email has been sent to:laura_goldstein@test noaa_gov
« Email has been sent tojjon.striver@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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