Creating Routing in ITM 9.0

Step

Action

la

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

1b | > Enter your Username & Password on the B e
LoginPage 5
(@Hee e
Gelco Travel Manager®9.0
2 | » Click on Administration 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 module. You will then need to logout
of the system and try again.
If this is the first time logging into the system, you may be prompted to change your
Password and/or enter a Signature Pin.
3 | From the Menu Toolbar
» Click on EPA i s e e
Note: Depending upon your role/access you S e
may only see EPA or DPA & EPA & EP or a
combination of them.
4 | From the Navigation Tree I Routing
¥ Roatting Lists
> Click on Routing ST
> Click on Routing Lists T
» Global Signature
Delete
= Inzert Signature infs
Routing List
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5 |Click the Add (Routing List) button found in the For this Page you can:
upper right corner to create a new routing list Add | Fouting List
Preview | Reuting Lists
. || Selection

6 | > Enter the Routing List Name and Organization in the Routing List Details area

Routing List Details

Routing List Name |

Organization &

» Click the Save button when finished

7 | From the Navigation Tree
» Click Signatures in Routing List

[> Routing Lizts

¥ Signatures in
Routing List

= Replace Signature

= Glokal Signature
Delete

= Inzert Signature into
Routing List

From the Routing List Search Results listing:

» Click on the Routing List (name)

Routing List

Search Results

H-06-03 H-05-0:33

Note: You may have to do a search on your routing list name if it does not appear on the

initial page.

8 |Click the Add (Signature) button in the upper i e e
right corner to add the reviewer/approver(s) to .
the routing list Signature

Maintain | Travelers
_Back |
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Fill out the following fields:

» Document Type
- All
» Signature Name
» Status
- Reviewed, Processed, or Approved
» Process Name
-DOC NONDELEGATED
-DOC DELEGATED
-DOC REDELEGATED
-NTO FOREIGN
> Level
-1,2,3,4,0r5

Signature Details

pocument Type | [ETHN ~

Signature Hame @ Signature 4
Status @ v | d
Process Name | =+ .
Level @ o

Notes:

v" You may search for anyone in the ITM database for a signature

v The initial listing that will show will be for your ITM Organization
v’ Searches can be done by Organization or First Name

v’ Status of PROCESS should only be used with the NOAA Travel Office (NTO)

10 | Click the Save (Signature Updates)button in the For this Page you can:
upper right corner to save your new Save T
reviewer/approver J ol o

Clear | Updates
Close | without Saving Updates
11 |Repeat 8-10 as necessary to add all routing

reviewer/approvers for your routing list.

FY 2008 Restricted Rights Notice-For NOAA and BIS Users Only Page 3 of 5




Creating Routing in ITM 9.0

Step Action
12 | To add your travelers to the routing list, click on For this Page you can:
the Maintain (Travelers) button in the upper _
right corner. Signature
Maintain | Trayvelers
Back |
13 | Find the traveler(s) you wish to add to the routing list:

> Click on the checkbox to the left of their name
» Click the Add (Travelers) button

Add Travelers to Routing List H-06-09a

Culck Tip For this Page you can:

A guicklip ﬂlmm
Search Criteria
Last Hame |
Vhum | |
search Results Pray 40 Mext 40
| Agd | Mame |  WMwm | Omanzaen | Rotng |
Germaniown Jackis S200-00001 H-06-08
Germaniown, Ted 2200-00002 H-DE-08
|:| Germaniown, Rosemary S200-00003 H-06-09
[ Germantown,Jon S500-00002 H-08-08
|:| Germaniown, Bob 20000005 H-0&-08 H-08-0%a
D Germaniown Joan S200-00008 H-06-08 H-DE=08a
|:| Germaniown, Ken SS00-00007 H-DE-05 H-0&-0%a
[ Germantown,Erin S500-00008 H-08-08 H-08-05a
|:| Germaniown, Jog SO00-00009 H-0E-09
D Germaniown Brenda 9200-00010 H-06-08 H-DE=08a
|:| Germaniown, Scoft F200-00011 H-06-09
[0 Germantown,Liz S500-00012 H-08-08 H-08-05a
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Notes:
v" Only those travelers who have the same ITM Organization Access will show

v" The reviewer/approver(s) assigned to the list will not have a checkbox next to their
name

v' Invitational Travelers should not be selected to be part of the routing list

v' After clicking on the checkboxes, make sure to click the Add (Travelers) button prior to
searching for additional travelers or moving from the existing page

v You can add or switch users to routing lists, but you must contact the CBS Help Desk to
have them removed

14

When finished managing the routing list(s)

» Click Logout
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