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Travel
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v8.0 

CI Travel-Travel Agent 

Quick Reference Guide 
( v2.0 
10/16/02 )

  Contents:

· Login To Travel Manager

· Review  Travel Authorizations

· Print Travel Authorizations

· Stamping Document

· Remove an Edit Lock
_____________________________

Travel Manager Help

Help Desk: 301-614-7097
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  Login to Travel Manager 
Launch a correct browser and use the following http://travelmanager8.gsfc.nasa.gov to view the GSFC Travel Manager home page and look for new items.  Click the Login to Travel Manager link.  The Travel Manager login page will display.
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Enter Login User Name and Password.

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

Click the Login button.

  Review Travel Authorization
Click the Review Documents link to the left.

The Review page will display with a list of all documents waiting for review or approval. 
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All of the Documents listed in the Review queue will display by document type and departure date in reverse chronological order.

Please note the following:

· CI Travel will only be a part of the routing list for Authorizations.  If any other document type appears in the queue, call the Help Desk!!

Click the Document icon [image: image8.bmp] next to the desired document name to view it.  If adjustments have been made, select the adjusted document with the double asterisk (**).
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.  

The Document Summary page will display for review in a “View Only” or Locked mode.  If modifications are needed, call the Preparer for that document. 
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To review specific details on the document, click the links on the left hand side of page. Click the Document Summary link to return to the Summary from any other page.

Click the Ticketed Transportation link to review all ticketed items such as Air, Bus, Rail, etc.
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Click the Expenses link to review expenses on the Travel Document.  Rental Cars are found under this link.
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Click the Lodging/M&IE link to hotel reservation rates requested on the Travel Document.
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Click the Comments link to any comments entered on the Travel Document.
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· Print Document

Click the Preview Document link to Print the Travel Document.
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·    Sign/Stamp A Document

Click the Document Status link to sign / stamp the Travel Document.
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1. Do not change the default Status.

             (“A TRAVEL AGENT”)

2. Enter Signature Pin and specific remarks of “travel package ready for pick”.

3. Click the Stamp button.  The Pre Audit page will display.  Review any areas with a ‘Fail’ Status.  This may not be an actual failure; it may be to draw the approver’s attention to that item on the document. 

4. Click the Continue button.

  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.  The person who caused the edit lock can remove the edit lock.  If you need assistance call the Help Desk 4-7097.

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.

  Open a Document as View Only
Use the ‘View Only’ option to view a document without opening it for an adjustment.  

Click on the Review Documents link. 
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Click on the Document icon next to the document name.  If adjustments have been made, select the adjusted document with the double asterisk (**).  The Open Document Signature page will display.  The document can be viewed without the ability to make adjustments. 

[image: image18.png]Open Document Signature

Quick Tip
The Signature PIN s oase senstvel

For this Document you can:

Sign | to Review Document

Sigraturs for Adjustmert [ G Document 25 ViewOnly

Cancal | Gpening Dosument





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.  

This process should be used to view all documents that will not be modified or signed at the time it is viewed.  

Click Close Current Document to end.



















