
Creating a Basic Travel Voucher 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 & password on the 
Login Page 

 
 Click on Document Preparation 

 

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. 

2 From the Home page on the Document Toolbar 
 

 Click on Create New Document  
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Step Action 

3a For a general traveler the VNum and Traveler Name will automatically populate with 
your vendor number and name. 
 

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. 
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Step Action 

4  Click the down arrow to select a Document Type 

 
 Govt Vch = 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 

 
 Click the Create button 

4a The New Document Page appears again with a security message that reads: 
 

 

Security is set up such that you have access to your own documents only.  
 

The Vnum and Traveler Name fields are blank. 
 

 Enter either the Vendor Number or Traveler Name  
 Click the Lookup  icon 

 
The search results screen appears 
 

 
 Click the VNum 
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Step Action 

4b The New Document Page appears.  The information for the Vendor Number and Traveler 
name are now filled in. 
 

 
 Click on the Document Type drop-down listing and select TV from TA  
 Click the  (this Document) button 

 

4c The New Document page splits and shows toward the bottom of the screen Document 
Search (TA from TV) 
 

 
 Click the Document  icon of the authorization you wish to create a voucher 
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Step Action 

5 The Document Information page appears with the Document Information tab 
highlighted and fields displaying the information contained in the TA. 
 

 
 Verify all information is correct and make changes where necessary 
 Click the Trip Information tab 

6 

 
 Verify all information is correct and make changes where necessary 
 Click the  button 

Note: If either the Begin or End Travel Dates are changed, you will also have to make the 
same changesin the Arrival or Departure date fields. 
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Step Action 

7 Click on  in the Document Toolbar to bring up the Edit/Enter Expenses page 
 

7a  Update or add any information pertaining to the Expenses. 
 Click the Save button to save the changes 
 Click on the Accounting link in the Document Toolbar 

Note: Be sure to add the lodging costs as they do not fill in on the voucher. 

8 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. 

9 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 another selection made from the Master 
Accounting Code list. 

9b 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. 
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Step Action 

10 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. 
 

 

11 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. 
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Step Action 

11a 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. 

11b 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  

 

Note: The signing of Travel Authorization should be done by the actual traveler if 
prepared by a group administrator. 
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Step Action 

12 The Pre-Audit Results page will appear. 
 

 
If any statuses state FAIL, you will need to go back and fix those areas.  If everything 
states PAA, click Continue (Stamping the Document) button. 

13 The Signature  page appears 
 

 
 Read the statement 
 Click Accept (Signature Text) 

16 The system will then go back to the Home page and the new document will be listed in the 
Last Document area. 
 

 
 


