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Travel Manager  Logon Overview  

This overview contains the logon procedures for accessing Travel Manager via the Administration/GUI.  

Initial logon to Travel Manager Admin/Gui
1. Find and Click the Icon shown below on your desktop to access the Administration portion of Travel Manager.
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2. The Travel Manager log on screen will be displayed.
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2. Type Your User ID in the User ID field.  (The User ID (X500 Unique ID) used for the Administration Portion of Travel Manager is the same one used for the Web Application.)
3. Press [TAB] to advance to the Password field and enter the value of newtrav1, which is the default password for all first time users. (Make sure to enter newtrav1 in lower case.  Passwords are Case Sensitive.)

4. Click OK.  The following warning will be displayed.
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5. Click OK.

6. The Set Password screen will be displayed.
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a. Type desired password into the New Password field.  

b. [TAB] to the Verify Password field and re-enter the new password. Passwords are Case Sensitive, enter new password using lower case.  They must be 8-16 characters in length, using any combination of letters, numbers and keyboard symbols. At least 1 of the 8 or more characters must be a number.  Keep your Password CONFIDENTIAL!!
c. Click OK.  The following Information screen will be displayed.
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7.
Click OK.

8. The Set Signature screen will be displayed.
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	NOTE
It is recommended that your Signature PIN and your Password both be the same and in lower case.


a. Enter Signature Pin in the New Signature PIN field.  Make Signature Pin the same as your password (in lower case) to avoid confusion when logging on and signing Documents.

b. [TAB] to the Verify New Signature PIN field and re-enter the new signature PIN again.

9. Click OK.  The Travel Manager Main page is displayed.
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B.
Logon to Travel Manager Administration for established users
1. Find and Click the Icon shown below on your desktop to access the Administration portion of Travel Manager.

[image: image8.png]= B

My Computer Connect o the

reclloe  TMtan  Th_sa
‘h E Shorcut Eﬂ
Newok  Netscape  Travelvian,  SideStep

Neighborhood Commuricator

e B
o R
2
o= S
e
Ry
=
Reader 4.0 G
A
AT
AN
L o
b

TM_sab

& B EE &

TH_test

L) Protectyour data from
potential disasters

VERITAS

fuhreeus
rdonVa
feul

fiffon

adio o

NDEX

GIMVED
"PRODDPA

GTMVED
DPATESTS

GTMVED
DPATRAING





2. The Travel Manager log on screen will be displayed.
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a. Type Your User ID in the User ID field.  (The User ID (X500 Unique ID) used for the Administration Portion of Travel Manager is the same one used for the Web Application.)
b. [TAB] to the Password field and enter the valid password that was established with the initial login to the Travel Manager via the Web. 
c. Click OK.  The Travel Manager Main page is displayed. 
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