Creating a Basic Travel Authorization in ITM 9.0

Step Action
la | » Open Internet Explorer
» Go to the following URL.:
https://itm-prod.rdc.noaa.gov/cgi-bin/90ipi/docprep/login.w
1b | > Enter your username & password on the B S reeenns
LoginPage 5
@ e

» Click on Document Preparation

Gelco Travel Manager®9.0
-» You focus. We process. We pay. We audit.
Document Preparation

Approve and Route Documents
Budgets

Administration

Notes: If after entering your username and password you press ENTER, this will
automatically take you to the Document Preparation screen

If this is the first time logging into the system, you may be prompted to change your
password and Signature Pin.

From the Home page on the Document Toolbar e

Joan Germantown
» Click on Create New Document Traveler:
[* Home Page
b Create New Document
[ Open/Copy Document
[» Quick Open Document
[ Amend Document
[» Review Documents
[» Delete Documents

[» Import Document
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Creating a Basic Travel Authorization in ITM 9.0

Step

Action

3a

For a general traveler the VNum and Traveler Name will automatically populate with
your vendor number and name.

New Document

Quick Tip
To =elect a trawveler, click on the EID or Trawveler Name lookup button

VHum | 330000006 i
Traveler Hame
[Enter last name and click laakup) Iﬂ GErmEﬂtDWn. JOEI"I ﬁ
Document Type i@ w

3b

For a Group Administrator, the VNum and Traveler Name fields will be blank. You can
search by traveler name or vendor number OR you can enter the information on the
screen.

» A search will need to be done by clicking on the lookup # icon.

» On the new screen you can type the last name or vendor number and click the Search
button OR you can select the user by clicking on the Vendor Number name.

Enter Search Criteria

Last Hame Search
Search Resulis Cick an an eniry to select &
search Results Prev 200 Hext 20
astame  Fistlame M WHm |
Germantown slsan SR00-00030
Germantown Bl S00-000E1
Garmantown Sob SE00-0000%
Ganmantsan Bresda S000-00010
Germantown Caralyn SR00-000ME
Germantown Chris S00-00013
Garmantown Cindy SE00-0024
Garmantawn Debra 2000-00022
Germantawn Eric So00-0001S
Germantown Erin FH00-00008
Garmantown Fred SE00-00029
Garmanlown Jackis SR00-00001
Germanbawn Jil So00-0002E
Germantown Juan FH00-0O00E
Carmantown Jog FA00-0O00S
Garmanlown Jan SR00-00004
Garmantown Kathy S0 0iE
Germantawn kel F900-00016
Carmantown Ken SR00-CO00T
Garmantown Liz E000-00012
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Creating a Basic Travel Authorization in ITM 9.0

Step

Action

» Click the down arrow to select a Document Type
|

Document Type i W

Gowt Veh
Govt Veh From Govt Auth
LW

TA

TV From TA

Govt VVch = Voucher (for ITM 8.2 documents only)
Govt Vch From Govt Auth = Voucher from Authorization (for ITM 8.2 documents

only)

LV = Local Voucher

TA = Travel Authorization

TV From TA = Travel Voucher from Travel Authorization

Y VVV VYV

Click the Create button

On the Document Information tab enter the following information:

Document Name
Report Date

TA#

Type Code

Purpose Code
Document Description

YVVVYVYYY

Document Information

Quick Tip
Enler or edit the general document information. If this is a trip based documeént, click the Trip Information tab fo edifview E

the trip information. Authorizetions Veuchers LocalVpuchers
[

Traveler Hame:  Joan Germantown

Document Type @ T2
Document Hame O

Report Date © 05202008 | [T
Tax @
Sponaonad Travel
Currency _LI.S [rallar v:
Type Code | v
Furpoze Code O w
Document Description @

Document Default Accounting Code &
Default Accounting Code Org
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Creating a Basic Travel Authorization in ITM 9.0

Step

Action

5a

The Document Name and TA# should be the same and follow the format set up by NOAA
Travel Regulations (NTR), section 301-2.8 through 301-2.19. Both of these numbers once
used can not be used again.

Note: The creator of the travel document used to be prompted when saving the
information to enter the Document Name in ITM 8.2.

5b

The Report Date automatically fills in with the current system date. The calendar
icon may be used to select a different date or the date may be typed in the field. The date
format should be MM/DD/YYYY.

Note: The system will accept a value of MM/DD/YY if typed in the field. If the calendar
function is used, the system will automatically put the date in the MM/DD/YYYY format.

5c

The Type Code represents the type of travel. This selection should match one of the
following values:

1-BLANKET-DOMESTIC
1-OVERRIDE-DOMESTIC
1-SINGLE-DOMESTIC
Z-BLANKET-FOREIGN
ZOVERRIDE-FOREIGN
2-5INGLE-FOREIGN
6-BLANKET-OCONUS
6-OVERRIDEOCONUS
6-SINGLE-OCOMUS

5d

The Purpose Code represents the reason for the travel. This selection should match one of
the following values:

1-SITE VISIT

10-AWARD CER EMP OMLY
11-AWARD CER W/ GUEST
2INFORMATION MEETING
FTRAINING ATTENDAMNCE
4-5PEECH OR PRESENTATION
B-REPORTAELE COMFEREMNCE
E-MOM-REPORTABLE CONF.
T-ENTITLEMENT

&-SPECIAL MISSION

FOTHER (zee below)

Note: If either Reportable Conference or Non-Reportable Conf. is selected, the preparer
of the travel document will then have to answer a series of questions which will allow the
system to make sure the correct value is shown. If the incorrect selection is made, the
system based off the answers will change the purpose type.
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Creating a Basic Travel Authorization in ITM 9.0

Step Action
5e | The Document Description should be a brief explanation of the travel. Some things that
could be included in this field are:
» Purpose
> Dates
> Place(s)
6 | Click on the Trip Information tab and enter the following information:
> Begin Travel
» Depart
» End Travel
> Return
> Itinerary Location
Document Information
Quick Tip
Enler or edit the general document information. If this is a trip based document, click the Trip Information tab fo edibfview
thee trip information. Authorizatiens Youchers Localfouchers
Traveler Hame:  Joan Garmantown
Trip Information
Trip N 1
Begin Travel @ E Dhepart [ [ Depart Selection |
EndTravalﬁ |=':‘ Relirn | | Returm Saleclion v_
Trip Duration | Mukiple days b
Comments
_Preset |
Itinerary Locations
Replace ALL lodging and MA&IE information Create additional rows
|_m—-
[= _ |searcnd O
= IE |searcni O
= = |searchil O
|1€. [ E [ -Szarchﬂ D
iz = |searendh O
6a | The Begin Travel field represents the date the travel starts. The calendar icon may be

used to select a different date or the date may be typed in the field.

Note: If typing the value in the field, the system will automatically shorten the format to
MM/DD/YY. If using the calendar function, the system will keep the format as
MM/DD/YYYY. Upon entering the value in the field the system will then place that same
value in the first Arrival Date field. EXCEPT when making changes to the dates. Then
the Arrival Date field will have to be changed as well.
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Creating a Basic Travel Authorization in ITM 9.0

Step Action

6b | The Depart field is actually chosen using the drop down list found to the right of the field
called Depart Selection.

Note: Until a traveler fills out their traveler information, the only information showing on
the drop-down list is RES — for residence.

6C | The End Travel field represents the date the travel starts. The calendar icon may be
used to select a different date or the date may be typed in the field.

Note: If typing the value in the field, the system will automatically shorten the format to
MM/DD/YY. If using the calendar function, the system will keep the format as
MM/DD/YYYY. Upon entering the value in the field the system will then place that same
value in the first Departure Date field. EXCEPT when making changes to the dates.
Then the Departure Date field will have to be changed as well.

6d | The Return field is actually chosen using the drop down list found to the right of the field
called Return Selection.

Note: Until a traveler fills out their traveler information, the only information showing on
the drop-down list is RES — for residence.
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Creating a Basic Travel Authorization in ITM 9.0

Step

Action

6e

The Itinerary Location field represents where the travel is taking place. Next to the field
are a Search link and a Lookup @ icon.

The Search link is used when typing in the beginning value of your location. The system
will then give you the location(s) that are closest to what was typed in a drop-down list
below the field and filling in the field with the first or only location in the listing.

Replace ALL lodging and MEIE information

I_"'_n.""..."'u_

eaae [B osze200a [B [RANSASCITYKS search
[KANSAS CITYKS [w
= = [kinsascmymo search

The Lookup icon will open up a new window:

Itinerary Location Lookup for

Quick Tip For this Page you can:
Sakct State/Country from the drop-down kst Sedect from the ket of avallable locatons in o

the Location fild, Click the Rates, Weals, Quarters or Footnobes: buttans, if dsplayed, ba _Use |Locatin

wienw the respaciie data for the selected lacation. more

Close | \Without Selecting Location

Select Itinerary Location

StateiCountry | JOWA v. Lscation u.

CAMF DODGE

CEDAR RAPIDS

DES MOINES

DUBUGUE HAVAL RESERVECTR
FORT DODGE AGS

SIOUX MAVAL RESERVE CTR
WATERLOO HAVAL & MC RESCTR

Select the state or country and the location will automatically populate based on the
previous choice. Select the location and click the Use button for it to populate the field
and close this window.

7 | Click the Create button to create your new travel authorization.
The Document Toolbar will change to show new areas as well
as show the document number & TA Number.
8 | The first time logging into the system, you may have to validate or update your traveler

information. To do this click on Traveler Info in the Document Toolbar.
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Creating a Basic Travel Authorization in ITM 9.0

Step

Action

The Update Traveler Information page allows the creator of the document to update the
traveler’s information. Tabs contained on this page include:

Personal Data
Duty Station
Addresses
Phone #s
Account Info.
Travel Prefs
Membership
Miscellaneous

YVVVVVYYYY

Update Traveler Information

% Quick Tip For this Page you can:
Edil the fraveler's information. Chck on the tab 1o ed the respective data Maks al ch Il $abs and th

: & Iraw £ m on ice on o resp Ve dala F-1 &l !ﬂgE! onm all iabs a &N SAVE. D.ﬁﬂﬂhl Chunm
VHNum S900-00006 WAME Jean Garmantown Save |F'Tuﬂh Changes

Qase | without Saving Frafie Changes

[ _Outy station | Adgresses | Phoness | Accountinfo. | Travel Prefs. | Membership | Miscellaneous |

VHum D S300-00008 Present Station | |
Host WHum
Hame Organization |H-05-08 #h
Last Hame D Gemartown PrintedOrg [HOS0S |
First Name D Jazn M TitlciRank
Gender &v Position | |
Prefic v Cardholder Code [CARDHOLDER  w
Suffix Tax 530D
City of Residence | state | | 44 Routing List

E-Mail jnen gemrantown@nozs. gav

Hame

Phonea

Some of the information contained in this area was originally set up by a system
administrator when the traveler requested access to the system or a group administrator
indicated them as a traveler. Those areas, such as Organization, can not be changed
except by a system administrator

9a

The Personal Data tab should be used to enter your City of Residence & State. This is
the area that will, once saved, show up on the Trip Information tab in the drop down list
for the Depart/Return Selection. The email address should also be verified as the system
sends messages to this email address with electronic routing.
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Creating a Basic Travel Authorization in ITM 9.0

Step Action

9b

The Duty Station tab can be used to enter the office, agency and unit of whom the travel
works. It can also be used to enter the name and title of the official who signs the paper
authorization and/or voucher. The system will automatically default the number of work
hours to 8 and to the traveler’s time zone based of their organization.

Present Stafion | lg. of Work Hours |S_
Agency | Time Zone |S_
unit
sl Code
Hame Title Clearance
Voucher | | | |
Autharization | | | |
Additional #1 | | | |
Additional a2 | | | |

Note: The time zones are numbered 1-24 going west, starting with Greenwich Mean time

as 1. In the continental U.S., the time zones are Eastern=6, Central=7, Mountain=8, and
Pacific=9.

9c

The Address tab is used to record the home, duty station and other address for the
traveler.

Street Address | |
| |
I |
city |
State | |# zip |
Country | &
Street Address | | Clear
I |
| |
city |
State | |# zip |
Country | @
street Address | | Clear
I |
I |
city |
state | |# zip |

Country | | ¢4
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Creating a Basic Travel Authorization in ITM 9.0

Step

Action

ad

The Phone #s tab is used to record the home and duty station phone numbers. It also
contains an area to record the duty station fax number.

”_Personal Data hons

| |
L

| |

9e

The Account Info. Tab is used to select a default accounting code for the traveler.

" PersonalData ! DutyStation ! Addresses | Phone fs |

Account Info., d

* Traveler Account Detais

Default Accounting Code J H Clear
Maximum Authorized Amount 000
Authorization Analysis Period

Account Status Ve
Defaull Project Codes Org
Default Project Codes i

¥ Traveler Accourts

Using the Lookup icon to search for an accounting code will bring up a new window with
all accounting codes available to the traveler based on their organization.

Enter Search Criteria

Lokl Scarch |

Search Results Click on an entry bo select

Search Resulls Prev 200 Next X
| Organigsion | label | ClassfcsionCode |
Generpl Trawvel 2007-14-EBHCINESPOC-06020000-00000000—

2008-14-E8H3NSSPO0-06020000-0000000 0
Project Fish P08 Z008-14-451M1J10PD0-DE0Z2000 -0 0D 00 00 0neen
Project Ocean P08 PO0E-14-89WGEN40PO0-08020000-00000000—
Er loe 08 BOOE-14-8EF1 ANAPOD-0S000000-00000 0 00—
2008-14-48MZL34P11-06020000-0 000000 0
Sample Account P08 2008=14-E8H53N55PHA-08020000-00000000=x2==

Click on the Label to select that accounting code. This will close out that window and put
the label name into the Default Accounting Code field.
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Creating a Basic Travel Authorization in ITM 9.0

Step

Action

of

The Travel Prefs. Tab is optional. This tab allows travel preference information to be
stored for the traveler. Things such as Ticket Deliver, Passport Information, and Air,

Hotel and Rental Car preferences. This information is used usually with reservation
software.

" Personal Data

Travel Prefe. d

Membersnip | _Miscelianeous
Deliver to | Maiing w | [ e-Tickerr Agency | | #h
Method | FAF " class | |
Type v
Citizenzhip | _ﬁ Transmission | Automatic |
Pasgpart Ko, Special Instr |
epose [ [[E
Dep Airport | Hotel | | &4
Airline & Reom w
Seat [ smoking? Bed A
Location - Special Instr |
Meals vl
Special Instr |
9g | The Membership tab is optional. This tab allows for the storage of airline, car and hotel
memberships. This travel information is used with reservation software; however it could
be useful to aid the person making the travel arrangements.
P PersonsiData | Duty Station | Addresses | Phoness | Accountinfo | Travel Prefs. | Membership
(€6t [Delete] Copy | Type | Vendor | HembershpNumber | Progambame | NameonCard 00|
FY 2008
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Creating a Basic Travel Authorization in ITM 9.0

Step

Action

9h

The Miscellaneous tab contains information pertaining to the traveler’s FFB and Bureau
information.

The FFB field is optional. This represents the traveler’s servicing Field Finance Branch.
Valid values are:

H = Headquarters (Germantown, MD)
C = Central (Kansas City, MO)

E = Eastern (Norfolk, VA)

M = Mountain (Boulder, CO)

W = Western (Seattle, WA)

YVVYVYYY

The Bureau field is required. This represents the traveler’s bureau code. Valid values
are:

» 13=BIS
> 14=NOAA

9i

If this information is to be saved for future use, the checkbox Apply Changes Globally
must be checked prior to clicking the Save button. If the information is for this document
only, just click the Save button.
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Creating a Basic Travel Authorization in ITM 9.0

Step Action

10 | The system will after saving the traveler information take you back to the Document
Summary page. This gives the creator of the document a quick look at the travel
document. From this page the creator may either click the Continue button, click a
specific area found in the Document Toolbar or click on one of the areas found on the
Document Summary page.

User: Continue | Dy
Ern Germantown Close
Current Document
Ern Germantown ommm Current Status: CREATED Awasiting: Joan Germaniown for Status: SIGNED
TA: SAAA 50000 Status To Aopl . Signature PN Remarks
(A RNON | SIGNED | | [ I
* Document Summary
= DOC Conference
e s, |
* Document infarmation "
« Charge Card Manager
* Expenzes Stamp and Route
» Other Authorzations
Traveler Details Traveler I0: 990000004 Traveler Name:  Joan Germantown  Organization: i
« Atcounting T T ENICLE
« Totals D Document Infermation Tas: STRVS0000 Currency: S Dolar Type et
» Document Status Pupose  |ocatien From To Pt Dien Rates
« Parform Pra-AbdEs 3. TRANNG ATTENDANCE KANSAS CITY MO 08/22/08 05728/08 $2.00/ 47.00 (10/01/04-1231745)
* Preview Document Trrr——
« Close omnd’flnnqﬂbtc Mo
o Reservatic
_E_
© Expense Details xpanse Total
-__
0&232008 Lodgng-Periem Lodging GOVCC
0822008 MSE-PerDem MSE 3525 OTHER

0624/2008 Ledgng-PerDiem Lodging 3800 GOVCC

Click on one of the options to get to the Expenses page.
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Creating a Basic Travel Authorization in ITM 9.0

Step

Action

11

The Expenses page is now condensed so the creator of the travel document can enter all
expenses, including airline costs and fees, in one area. Upon entering this page the
Lodging and M&IE costs are automatically filled out for you based upon the information
that was entered in the Itinerary.

Edit/Enter Expenses for Travel Authorization: 8TRVS0000

Quick Tip For this Page you can:
Enber or edit expenses, Each line below displays a different sxpense, To edit expense details not displayed below, I
click the Detalis kcon needt to the expense description. To delete Bn expenae, Eas the chack box. Enter al expenaes and
changes and click Save. more SE pense Changes
X|
Search Criteria Reset I-‘\ll.u-dﬂ'ﬂﬂ
Expense Category | (Al Expenses) | Clear | Changes
Start Date = Back | Continue
End Date Jl =]

Current Allocation Method: By Individual Expenses Currency: .5, Dadlar
Expense Entry . o

I_'==' :| @ 52.00 B [sovee
[13 L‘;j IE B B @ |oTER ¥
By B =] = B52.00 @ | coves v
By B =] B i [H |oTHER v
By B =] = B[z2.00 @ | oves v
By B = [=[ M2 B [E | oTHER v
B B = B B Bloooc  ~
B2 B = B B EEES v
O By B |k 5 = = il B )

11a

The Expense Description field has a drop down menu to make a selection or a creator
may type in a description if the option is not available on the drop-down listing.

ZPOC-akt Wisage

IPOC-Private Plans

aPOC-at Misage

SPOC-Private Watorcycle

Airfng Flighd

Lirport Shutile

ATH Fees -

a4 L
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Creating a Basic Travel Authorization in ITM 9.0

Step

Action

11b

Depending upon which value selected from the Expense Description drop-down listing the
Expense Category field will automatically fill in. However, if the value is typed and not
found in the Expense Description drop-down listing a selection will need to be made for
the Expense Category.

CC ATM Advanca Feas

Ledging
LODGING TAX
[44IE

OTHER NOMNTR
QOTHER TRAVEL
Perzanal Bpenses
REG FEES ADP
REG FEES MON
REMTAL CAR
TRANSPORT
Withhalding Tax

Based upon this selection the Payment Method field will fill out automatically.

1ic

If a calculation needs to be done like with Mileage, click the Expense Details El icon.
This will bring up Expense Details page.

Expense Details for MILEAGE 06/23 /2008

Quick Tip For this page you can:

View or edit al detais for this expense. Click the tob to see the respective expense detnils. To save Use | Ecpenze Detai Updates
changes 1o expense details, cick the Use Expense Detail Updates bulten and on the main expense

screen, Save expenses. Close | wihout Saving Expense Detats
Expense Date @ 06/23/2008 || Payment Method @ OTHER w
Expense CostiQ B uso Relmbursable Taxable
Quaniity | | Rate |0.405 | # Vendar | | #
Expense Calaonr\lﬁ. ] Accounting Code [
Expenze Description @ EI
Comments

Enter the Quantity and then tab out of the field for the Expense Cost to show you the
calculation. Click the Use button for that calculation to appear back on the Expenses

page.
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Creating a Basic Travel Authorization in ITM 9.0

Step Action

11d | If more rows are needed in order to add more expenses, click on the Add Rows found in
the Expense Entry title bar to the right.

Add Rows Prev 10 Hext10

Expense Entry

By clicking this it will add 5 new blank lines.

If you want more rows to show on the screen click on Customize Display. This will bring
up a new window that will allow you to change the number of rows to display on the
screen. It is suggested you do not do more than 25 rows.

/= Customize Display - Windows Int... Q|§|EJ

£ | httpe 205,156, 24, 117 fegi-bin'20itif docprepvoustdisp o ¥

Enter the number of rows to display? 25

_Save | Close |

€0 Internet +100% <

Note: Do NOT Customize the number of rows before saving any data entered; otherwise
you will lose all data entered and it will have to be re-entered.

11e |When finished adding expenses, click the Save button. The system will briefly show a
saving graphic and then return the screen back with all the expenses by date and
alphabetically.

Note: If ENTER is pressed while on this screen it will automatically save your expenses.

12 | If the Continue button is pressed it will take you to the Other Authorizations page. This
page will show other types of authorizations that can be added to the travel authorization.

13 | Click on Accounting in the Document Toolbar or click the Continue button from the
Other Authorizations page. This will bring up the Available Accounting Code page. On
this page a new accounting code can be added or a selection made from the Master
Accounting Code list.
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Creating a Basic Travel Authorization in ITM 9.0

Step

Action

13a

To add a new accounting code, click the Add button. This will bring up the Add
Accounting Code page.

Add Accounting Code for 8TRVS0000

% Quick Tip For this Document you can:

Add new or edit existing account code. You must enfer an account label befors updating the extendad account Update |Exended fcct

COOEE. Mg

Save | Acct Upaates
Label | 1 [ save secounting c 7
Code and exlendsd —[ R
. - - Accounting Code o

Organization 25 masher s

Accounting Code

FY (4] Part 6
BUREAU [2] Part?
PRONTSKI0) | Part8
ORG1(H | Partd
ORG 2 (8] Fart 40

Enter the following information:

Label
Organization
FY

Bureau
Project/Tsk
Org1l

Org 2

YVVVVYVYYVYYVY

Click the Check Box Save Accounting Code if you want this accounting code to be saved
to the Master Accounting List. If this is just being added to this document, click the
Update button.

Note: The Label field can not contain any special characters. It needs to be alpha-
numeric only. The organization drop-down list will only contain those organizations that
you are able to access.

13b

To select an accounting code from the Master Accounting Code list, click on the label
name. This will then associate that accounting code to that document. If more than one
account code is selected, the system will then allow for the allocation of costs.

Accounting Code for BTRV 50000 Chck an kem to editideiete it
e R
.:F’ ¥ (Hong) S=neral Travel FY 08 () 2008- 14- EBKINSSPOC- 05020000~ 0OOD0O00- Exiended Alocats
(:F b4 {Nane) Projct Fish P08 (3 2008- 14- 45M1J10P00- 05020000+ 000D0000- - = = Exlended Alocats
:!f edr M et
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Creating a Basic Travel Authorization in ITM 9.0

Step

Action

14

Click the Continue button or on Totals in the Document Toolbar to get to the Total
Details page. This page will display the total estimated expenses and show the expense
Category details.

Total Details for BTRVS0000

Quick Tip For this Document you can:
Click the View Advances for Document Enk bo add or updale an advance. more b‘ View Advances for Document
Currency: U.5. Dellar Back | Continue

Todal Esfimated Expenses: 1,610.75
Computed Advance Authorized: 220,00
Advance Requested: 0.00

Expense Category Details

Expense Caiogory __ [paymeniwatod  Jorgenzaien  [hcoouningCodstabel _ [aroui
COW. CARRER AGENCY CARD General Travel Fy'08 £00.00
LODGING TAX GOWCC General Travel P08 100.00
Lodging-PerDiam GOVCC General Travel FrlE Za4.00
MEE-PerDiam OTHER General Travel i3 164 50
QTHER TRAWEL AGEMCY CARD General Trovel P08 225
OTHER TRAWEL OTHER General Travel Fy'08 30.00
REG FEES HOH GOWCC General Travel Fy DS 250.00
RENTAL CAR GOWGCC General Travel i3 200.00
Transgport OTHER General Travel Fy08 £0.00
MEE-PerDiem 164.50

QOTHER TRAWVEL 20.00

Transport 50,00

Note: This screen displays the total cash/ATM advance allowed that the traveler can
receive based on the traveler’s charge card status and expenses entered, however,
advances are not issued through Travel Manager. They are issued manually and are on
an exception basis. Any advances taken should be included on the voucher.

FY 2008 Restricted Rights Notice-For NOAA and BIS Users Only Page 18 of 20




Creating a Basic Travel Authorization in ITM 9.0

Step Action
15 | Click the Continue button or on Document Status on the Document Toolbar to get to the
Status page. This is the page where the document gets the status of Signed and then to
click the Stamp (and Submit Document) button to start the document along the electronic
routing process.
Status for 8TRVS0000
Cuick Tip For this Document you can:
The Signature PH = case senaitive! more Stamp I.nd ——
Back | Conlinue |
Stausto APy [SGNED v
Signature F‘Illl
REIBBQIII_\?
Remarks
Document Hfmiing Thiz 2 the routing path the curment document will take onoe routed
0SF2E08 102040 CREATED Joan Germanbawn
15a | To view the travel documents prior to signing and submitting, click on Preview Document

on the Document Toolbar. This will bring up a new window with the travel document in
a PDF file.
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DES29/GE Th Do Hd: ETEVSOG00
F&F0 1 ** Rmead Privacy ASt On LAst Page ** TRAVEL & ETRVEoan
11 HAME| Germantovn, Josn W SEN0-00Q0E
ADDE: FROIE
MRIL 0
Sermacktown, HD CEE: H=8&-30
TITLE:
DUTH TZ: & ZEC CLR.:
EBZ: CAET CAED: ROLDEE
HOURE: @
FFR BUEERD 14
Il TRAVEL A ATRVEQDOO DATE QF/an/I00n TIFEI 1-SINELE-DOMESTIC
3 TPAVEL PURPOSE: 3-TRAINING ATTENLANCE
To attend traindng in ES, MO
A} SEMNERAL TTINERARY
DATE TIHE DEEARTED /RFRIVED LOCATIONS FEF. OIEM RATE
06/ 2%/ 2008 m-FES1
06/ 2% /2008 A=EAHCAL CITY M 20547
08/ 2& /2008 D-FAKEAE CITY, MO
LEf2s 2008 & _FES: , %,

Linknawn Zone
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Creating a Basic Travel Authorization in ITM 9.0

Step Action
15b | If no changes are needed close out that window and do the following:
» Verify the Status is set to Signed
» Enter the Signature PIN
» Enter the Remarks
» Click the Stamp (and Submit Document) button
16 | The system will then go back to the Home page and the new document will be listed in the

Last Document area.

Home

Quick Tip
Welcome to Travel Manager, Click the “more” link in Lasi Documents {0 go to Open Document Page, Click the "more” ink in Review Documend (o open Raview
Document Page. Chck the Docisment icon to open the document. mors

Last Documents more | Documents to review  more
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