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· Login To Travel Manager

· Review / Approve Travel Document

· Update, Add, Delete, Expenses

· Check the Status of a Document

· Remove an Edit Lock
· Security Features
_____________________________

Travel Manager Help Desk

Help Desk:  301-614-7097

RFOHelpDesk@isso2.gsfc.nasa.gov

  login to travel manager 
Launch an Internet browser and enter the following URL: http://travelmanager8.gsfc.nasa.gov to view the GSFC Travel Manager home page.  Click the Travel Manager access link.  The Gelco® Travel Manager login page will display.
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Enter User Name and pre-set Password. The system prompts you to enter a new Password and new Signature PIN. Both must be at least 8 characters long and include a number, a special character and an upper case letter.

Make sure Doc Prep is in the selection box below the Login button. Click the Login button.

  review/approve travel document
Click the Review Documents link on the left menu.

The Review Document page lists all documents waiting for review or approval.  The documents are sorted by document type and displayed in reverse chronological order by departure date.
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To view a document, click the Open Document icon [image: image2.bmp] next to the desired document name.  If adjustments have been made, select the adjusted document with the double asterisk (**).
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The Open Document Signature page will display.  Enter Signature PIN and click Sign.  

The Document Summary page will display for review / approval.
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To review specific details on the document, click the links on the left-hand side of the page.

Click the Document Summary link to return to the Summary from any other page.
Click the Document Status link to sign and stamp the Travel Document.  Select the status appropriate to the approval level or action you are taking.
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Enter the Signature PIN and provide remarks in the Remarks box, as required.

If no changes were made to the document, place a check in the Stamp Document Without Adjustment checkbox.  Leave the box unchecked if changes were made.

Click the Stamp button.  The Pre-Audit page will display.  Review any areas with a ‘Fail’ Status.  ‘Fails’ draw the Approver’s attention to that item on the document. 

Click the Continue button.

The document is sent to the next person on the routing list.  The browser returns to the main menu.

Repeat the Review /Approve steps for each of the Travel Documents in the Review queue.

  Update, Add, and Delete Expenses
Reviewers/approvers have the ability to edit documents. From the Document Summary window, click Expenses on the document toolbar.

Update an Expense

Click the Update ([image: image3.png]| & -5 &\@@8\%-@-
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) icon for the item you wish to edit from the Expense Summary section.
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Note that the expense description and cost fields have been prefilled.  Change the amount by entering the new amount in the cost field.  To change the date, use the Calendar ([image: image4.png]2 TM 8.0 Web Appli
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) icon to select the proper date.  Once finished, click Save Current Expense. 
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Add an Expense

In the Expense Type field, click the down arrow and select an expense.  Click outside the field to refresh the screen.  Once refreshed, enter the cost in the cost field.  Note: the red arrows indicate required fields.  Click Save Current Expense in the For this Document You can: box in the upper right screen section.

Delete an Expense
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) icon next to the expense you wish to delete.  Click OK to the message, “Are you sure you want to delete this record?”

  Check the Status of a Document
Click Open Existing Document link. 

Click the Search button.

Select the Traveler from the list.

Click the Open Document icon to select the document.
[image: image13.png]| & -5 &\@@8\%-@-

rousrivy/3 2 Gelco Pgelcy  roiyp
ki 70 emanmr-an Tra ema..mm gko
Setup _Reports _Logout_Help Document Preparation

B Status for 10-AA 07-09 CA

Freparer One Quick Tip For this Document you can:
Traveler: ‘The Signature PIN is case sensitive!
Stamp |and Submit Document
Stuert e —

b Authorization: 10-AA Back | _Continue

w09Ca

Status to apply [STGNED =]

- Document Sunmary

e Signature P

« tinerary Remarks i‘

« Ticketed Trans e

+Expenses

— g

- Accouriing Code =

Tt Preparer One. SiGHED o

- Comnerts

» Document Status i r this document]

- Perform Pre-Audts.

071032 12:18°M EST CREATED eparercne

- Preview Document.

« Export Documert.
+ Close Document




Click on the Get Document as View Only button.  No signature is required.  The Document Summary page will display with the words (View Only) at the end of the title.
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No changes can be made to the document while in ‘View Only’ mode.

Click on the Document Status link on the Document Toolbar to view the document status.

Click Close Current Document to end.

 REMOVE An Edit Lock
If an ‘Edit Lock’ is put on a document no one can enter that document to make changes until the edit lock is removed.  Only the person who caused the edit lock can remove the edit lock.  For assistance, contact the Help Desk.

Select Setup from the tab menu links.

Travel Manager will start a new browser window.  Click Admin from the tab menu links in the new window.

Select Remove Edit Locks link on the left side.  A list of all locked documents will display.  

Click on the document name to remove the lock.  A confirmation message “Document lock has been removed” will be displayed at the top of the page.

Click the Close button.  

Close the browser window.
Security Features 

The Travel Manager system will be using HTTPS technology that ensures an encrypted connection between two communicating points. Internet banking and investment firms use this technology.

Communication between Goddard and the Agency Server takes place over a restricted wide area pipe (communication link) using the NASA PIP feature of NISN.

Access to Travel Manager will only be available from the GSFC network. Travel Manager can be accessed remotely, but the user must first dial-in to the Goddard network.  
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