Creating a Basic Travel Voucher 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 oo
Login Page
J J (G8ico

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 —

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 Voucher 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 For this Document you can:
To =elect a traveler, click on the WVNum or Traveler Name lookup button. mere

_ Create | this Document
VhHum @) 955100001 Y
Traveler Name — , Add Traveler |t|:| Travel Manager

[Enter Izt name and click laskup ] @I Washington, Dally | #

DocumentType@E- - v |

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 # jicon.

» 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 entry fo select &
Eearch Resilts Preyv 20 Hext 20
astbame  [istHame W WHm |
Germantawn All=an SO00- 00030
Germantawn B FH00-0001
Garmantown Bob SE00-00005
Germantawn Brenda S900-00010
Garmantawn Caralyn So00-0001 &
Germantown Chris SH00-00013
Garmantown Cindy SE00-00024
Germantawn Debra E000-00022
Garmantown Eric SA00-00019
Germantown Erin SH00-00008
Garmantown Fred SE00-00029
Garmanlown Jackia S000-00001
Germantown Jil SR00-0002E
Germantown Joon S00-00006
Garmantown Jog SE00-00009
Garmantsan Jan SO00-00004
Germantown wathy SR00-0002E
Germantown Keli S00-0001 &
Garmantown Ken SECD-CR00T
Garmanlawn Liz 2000-00012
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Creating a Basic Travel Voucher 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

YV VYVV VYV

Click the Create button

da

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

Search Results Click on an entry to select it
Search Results Prev 20 Hext 20
Lasthame  fistName W MNm |
Wazhington Dolhy 5951-00001

> Click the VNum
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Creating a Basic Travel Voucher in ITM 9.0

Step

Action

4b

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

New Document

Quick Tip
To =elect a traveler, click on the WYNum or Traveler Name lookup button. more

VHum 995100001 L #A
Traveler Name

[Enter lazt name and click lackup] @|Washingt0ﬂ. DD”‘E’ | ﬂ

Document Tyrpe@| L |

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

4c

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

New Document

Quick Tip For this Document you can:
To =elect a traveler, click on the WVMNum or Traveler Name lookup button. more
this Document

VNum iy 5551-00001 #
Add Traveler |io Travel Man ager

Traveler Name

(Enter last name and click lochup) ®|Washington, Dally |aﬁ

Document T\,rpe®| TV From TA b |

Document Search (TV From TA)

Document List Click on an entry to select it
Traveler: Dolly Washington

[~ “fype ] Documeniame | Depbale | Sabs | lse |
ER 8D0WSs0001 06/02/08 COMPLETED

> Click the Document [E icon of the authorization you wish to create a voucher
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Creating a Basic Travel Voucher in ITM 9.0

Step

Action

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

Document Information

For this Document you can:
Enter or edit the general document information. If this iz a trip bazed document, click the Trip Information tab to editiview e

Quick Tip

the trip information. Autherizations Veuchers LecalVouchers

_Cancel |

Traveler Name: Dolly Washington

Document Information Trip Information

Document Type [+ I

Document Name @ [300WS0001
Report Date @ [05,/15/2008

TA# @ 300WS0001

Sponsored Travel

Currency | U5 Dollar
Type Code @ | 1-SINGLE-DOMESTIC +

Purpose Code @ | I TRAINING ATTENDANCE L |

Document Description [+]

To attend training in Miami FL

Document Default Accounting Code |General Travel FY08 ﬁ
Default Accounting Code Org |H-D&-51

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

Document Information

For this Document you can:
Enter or edit the general document infermation. If thiz iz a trip bazed document, click the Trip Information tab to editiview TrErTIT

Quick Tip

the trip information. Autheorizations Vouchers Localouchers

_Cancel |

Traveler Name: Dolly Washington

Document Information ‘mﬂ m m

Trip No 1

Begin Travel @ |05/02/2008 Depart |RES: Washingten, DC | Depart Selection | RES: Washington, DC »
End Travel @ |06/05/2002 Return |F-:ES: Washington, DC | Return Selection | RES: Washington, DC
Trip Duration | Multiple days A

Comments

Preset |
Replace ALL lodging and M&IE information Create additional rows
™ Arvaioats | Deparropate ] Meerrylocaton ——__ Joniied]
0670208 [06/05/08 [Miam FL |searchd O
| | | sewcdh [

» Verify all information is correct and make changes where necessary
» Click the ' create 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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Creating a Basic Travel Voucher in ITM 9.0

Step Action
7 | Click on Exeenses i the Document Toolbar to bring up the Edit/Enter Expenses page
Edit/Enter Expenses for Travel Voucher: 8DOWS0001
Quick Tip For this Page you can:
Chckthe Dkt foom s o tho expenes Qescrpion. To aek an expense, s (e chock box. nter ahcxponses and | U Iiapley Express Expenae Sereen
changes and click Save. more Fxpense Changes
Expense Category | (Al Expenses) v| Search Clear p— -
sartbste [ |EH Back | _Continve
navee ||
Current Allocation Method: By Individual Expenses Currency: U.5. Dollar
Expense Entry :t Add Rows  Prev 10  Next 10
Im_l—
O By [06/02/2002 [EES]] Aiine Fiight [=][com.cARRIER »|  [Ei229.00 [ | AGENCY CAF
O By [06/02/2008 [E Hotel Tax [=] LODGING TAX || 50,00 |Govee
EE | =] = EI [Govee
EE) | E | El [oTHER
O By 060272008 [E=][1POC-Private Vhcle ][ mILEAGE | B[15.20 [OTHER
O By [06/02/2002  [E TMC Transaction Fees [=]| TRANSACTION FEES + [B]22.25 [& | AGENCY CAF
O By 060272008 [E T =] Transpott +| 250,00 [oTHER
EE] | =] = Blow [Govee
EE) | = =l El [oTHER
EE | ]| = Blo.o [Govec
¢ I
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.

Accounting Code for BTRV 50000 & an bem to edibidelete it
e R S

x {Hone) Eeneral Travel P08 & 2008 14- EBKINSSPO0- 06020000- 00000000 - - - - Extended Alocate
& 3 (None) Froect Fish Froe " 2005- 14- 4B1M1J10P00- 06120000 BODOOD0D- - - - - Exlended Alpeats
& ear 3 pewte
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Creating a Basic Travel Voucher in ITM 9.0

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.

Total Details for BDOWS0001 7

Quick Tip For this Document you can:
If neces=ary, enter changes and click OK. more Edit Ad Applied

Save & Calculate |Tntals

' Back | Continue

Currency: U.5. Dollar

Expense Summary

Total Expenzes: 527.91

Total Non-reimbursable Expenses: 25128 P
Total Reimbursable Expenses: 276.66

Advance Outstanding:

Advance Applied: 0.00 0.00

Total Reimbursable Amount: 276 .66

Charge Card Reconciliation

All Amounts Reimbursable Amounts
Reimbur=able Charge Card Expenses: 0.00 0.00
Man_Reimhireahle Charas Card Fynenses: 754 75 hs

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.

Status for 8DOWS0001

Quick Tip For this Document you can:
The Signature PIN iz caze sensitive! mere
Stamp | and Submit Document

Back | Confinue

Status to Apply | SIGNED hd

Signature PIN |

Reason

Remarks

Document Routing Thig ie the routing path the current document will take once routed
= =T

Washington, Dolly SIGNED 0

Document History This is the status history for this document
patetime fStatis _ fame ____ [Remarks  [ReasonDesc ]
08/01/08 T:07PM CREATED Dolly Washington
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Creating a Basic Travel Voucher in ITM 9.0

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.

Q8 0L/08 TV TV1 GDWEDOOL
EASE 1 ** Read Privacy Rct On Last Page ** Travel Au BOWE0001

ALDDE: FHOHE :

wWashington, DO CRG: H-0&-51
TITLE:
OUTY: Washington OO TZ: & SEZ CLR:

RES: Washington, DC CARERD: CRED HOLDER
HOUEE: &

FFR H BD AT 14

2] FROM D TRAVEL Ta DATE TRIF FURFROEE TREIF TYFE

452820 29.040 ¥CA 0523 Z00B

Ganeral Traval rFyoa 53791
2008-14-FEPID00P00- 08020000 - 20000000 - - - - - |

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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Creating a Basic Travel Voucher in ITM 9.0

Step Action
12 | The Pre-Audit Results page will appear.
Pre-Audit Results for 8DOWS0001
Quick Tip For this Document you can:
Click the Magnifying Glass icon to view detail comments for each audit process. mere Continue Stamping the Document
Document Hame: ED0VWS0001 Cancel |p,.e_Aud-,t Reszults
Type: TV
Traveler: Washington, Dolly
Status: PASS

 ____________ AwiPooss__________________________ [stws______ Jcommems |
@ACCOUNT WALIDATION PASS

El AMOUNT PAID TO TRAVELER PASS

@1 APPROVAL BY TRAVELER PASS

[£\ BLANKET AUTHORZATION PASS

@1 DOC CONFERENCE VALIDATION PASS

@1 EXPENSES OUTSIDE TRIP DATES PASS

El FUTURE TRIP DATES-VCH Pagss

[ TRAVEL STATUS PASS

@- RECLAIM DOCUMENTS PASS

[ vALDATE WU PASS

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
Signature for 8DOWS0001
Quick Tip For this Document you can:
If you agree with the statement, click Accept. more Accept | signature Text
Cancel |Stamping

| certify that this 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=ssign to the United
States any right | may have against any parties in connection, with reimburzable transpertation charges described above, purchazed under cash payment procedures (41
CFR Part 301-10). | verify that | have all receipts neces=ary to support the claims in thiz wvoucher. Any exceptions are noted in the comments =zection.

> 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.

Home

Quick Tip
% Welcome to Travel Manager. Click the "mere” link in Last Decuments 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. mere

| Type | Traveler | DocumentName | DepDate | muse | Type | Traveler |  DocumentName | DepDate | husc |

B 85100001 BDOWS0001 06/02/08
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