TM-3 Travel Manager Reviewer/Approver Course
Delegate Authority

 


TM-3, Using NASA GSFC 

Travel Manager System to Initiate Documents
Approver Course

Delegate Authority

This document covers the steps for an approver to delegate authority.    


Delegate and undelegate approval
Approvers have the authority to delegate their Travel Manager’s document approval authority to another user.  This will re-route all documents that the approver has not yet received to the delegated approver.  The delegated approver will be responsible for approving the document that the original approver was responsible for.  After the designated approver signs the document, routing will continue normally.  

The original approver will be responsible for processing and routing all documents routed to the original approver prior to the delegation.   After selecting the proper approver to delegate responsibility to, click the Review Documents icon to be sure all documents have been cleared prior to exiting Travel Manager.  If documents are in the Review Documents area prior to delegating, they will not be removed and must be approved before exiting.

NOTE

The Travel Manager system will allow delegation of authority to any user within the system regardless of authority, but if the delegated user does not have the same authority or higher of the user delegating the authority, they will not be able to sign and route the document(s).

A. Delegating Approval Authority
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 to Delegate Authority to another user.  The SET UP window will be displayed with the following links at the top.
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 link. The ADMIN window will be displayed again with the following links on the left.
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 link.  The alphabetical list (by first name) of users available to select for delegating authority will be displayed.
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4. Click the List All Possible Delegatees button to view a list of users for delegation.  Select the appropriate user to delegate authority to by clicking on the User’s name.  If the user selected has a different authority level than the approver delegating the authority, the Signature box will be displayed with a message stating what the user’s authority level is and asking if the delegate authority process should continue.  

[image: image7.png]user:

Brian Miler

[ DMN SETUP
D Set Password

b set Sonature:

» Delegate Authority
D User Preferences

D Remove Edt Locks

D System preferences.

rosoft Interet Explorer S[=] E3

Travel MATRgertE0 oIS e

o Natwrk

/7
Y Zgeleo  Pmemity/p

Administrative Setup

Delegate Authority
Quick Tip
[ A T —
Close | pelegate Authority

Ert List All [possive peiegatees
Wame [ | | Search List Cunrent | autnorty

Delegate Authority

Start| S Eudoraby .| 4 America 0..| &]TM 80We..| B]04TM5 De. | EDocument.. | {FTravelMan.|[E]5etup - | D@ 112380





      [image: image8.png]— VP /P
i ] —~ /_ Geleo Gelco
0= S Traviel MARADer®8.0 Travel Madager*s.0

Administrative Setup

Signature
o er QuickTip
Tocompt the delegallon o uhory, e your Spatre
- ADMIN SETUP Save | authortty Delegation
Poul Wolle has perisson vel 01 whieh s diferen iy porrisin
 Set Password @ level. Consider this difference in permission-Jevels prior to delegating authority. Close | without Delegating

 set Signature
Signature PIt
Deleate Authority
 User Preferences
- Remove Edt Locks

 System Preferences.

Start| S Eudoraby .| 4 America 0..| &]TM 8.0We..| B]04TM5 De. | EDocument.. | {FTravelMan.|[E]5etup - |dD@ 1100aM





5. Click the Cancel button to discontinue processing.  The user selected does not have authority to approve documents.  The list of users available to select for delegating authority will be displayed again.

6. Select the appropriate user for delegation.  When a user with the appropriate authority level is chosen, the Signature box will be displayed.

[image: image9.png]2 Gelco Pgsioo  Pouesnp
Travel Mf%l)eﬂx 0 Traver Mf%ueﬂa 0

Administrative Setup

Signature
o er QuickTip
Tocompt the delegallon o uhory, e your Spatre
- ADMIN SETUP Save | authortty Delegation
[ P —
== o Close | wihout Delegsting

et Sgnature
Deleate Authority

 User Preferences

 Remove Edt Locks

 System Preferences.

Start| S Eudoraby .| 4 America 0..| &]TM 8.0We..| B]04TM5 De. | EDocument.. | {FTravelMan.|[E]5etup - | D@ 11058M





7. Click in the Signature PIN field and enter the PIN.  The list of users available to select for delegation will be displayed again with the Delete button in the Authority column next to the user selected for delegating.  
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8. Click the Close Delegate Authority button to close the delegate authority page.  Then, click the X to close the Admin window and return to the main Travel Manager screen.  Click the Review Documents button to approve any documents needing your attention before exiting the system.  

Any documents left in the Review Documents area will not be passed to the Delegated Person and must be approved before exiting!!!

B.  Removing Delegation of Approval Authority. 

1. Click on the Setup icon [image: image11.png]El
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 to Delegate Authority to another user.  The SET UP window will be displayed with the following links at the top.
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 link.      The ADMIN window will be displayed again with the following links on the left.
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 link.  The alphabetical list (by first name) of users available to select for delegating authority will be displayed.
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4. Click the List Current Authority button to view current delegation.   The User identified as the delegated party will be displayed.
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5. When the approver is ready to return to approve status, click on the Delete button in the Authority column next to the user who was given the delegation authority.  The following confirmation box will be displayed.
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9. Click OK.  Delegation authority will be revoked and new documents will start to route to the original approver again.  The name will be removed from the list of Delegate Authority Users.
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10. Click the Close Delegate Authority button to close the Delegate Authority page.  Then, click the X to close the Admin window and return to the main Travel Manager screen.  Click the Review Documents button to approve any documents needing your attention.
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