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GSFC

Travel

Manager Version 8.0

Traveler 

Quick Reference Guide 
    (v2.0  10/22/02)
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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.

Enter User Name (Unique Identifier in X.500) and Password. The first time user login password is newtrav1.  Make sure Doc Prep is in the selection box below the Login button. Click the Login button.

Password/Signature PIN Format

Establish personal password and Signature PIN.  Passwords are Case Sensitive. They must be 8 characters in length using a number, a special symbol (#, *,^) and an upper case letter.  Travel Manager passwords expire in 60 days. The Signature PIN and password can be the same. The Signature PIN will not expire.

  Sign a Travel Voucher 

Click the Review Documents link. The Review Document screen will display. 
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Select the voucher to be reviewed, signed and stamped from the document type list. The Document Summary page will display. Review the document for accuracy. Click the Document Status link on the Document Toolbar. The Status page will display.
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The Status to Apply field is defaulted to Signed. Type the Signature PIN in the Signature PIN field. Click Stamp and Submit Document button. The Pre-Audit page will display. Pre-Audits are flags to draw the attention of the Approver to review the document for special circumstances. Click Continue for the Signature page.
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Read the signature certification.  If in agreement, click Accept.  The document will be signed and routed. You will be returned to the main screen. No other message will be provided to let you know that your document has been routed.

· Check the Status of a Document

To view a list of documents and check their status, click the Open Existing Documents link on the Document Toolbar.  The Travel Listing (Open Document) page will display. In the Document Search (Open Document) area on the right, a list of all documents appears. 
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Click the Open Document icon 
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 in the Type column for the document you wish to review. 

When a document is selected, the Open Document Signature page will display. Click Get Document as View-Only if no adjustments are being made to the document. The Document Summary page will display in view only mode. No modifications are possible in this view.  

Click the Document Status link on the Document Toolbar. The Status page will display.
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On the Status page, the Document Routing area displays the routing path for the document and the Document History area displays where the document has been.

Click Close Document on the Document Toolbar when finished reviewing the document.

· Modify Travel Expenses

Open the Voucher to be modified. The Document Summary page will display. Click the Expenses link on the Document Toolbar. The Expense Entry page will display.
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Add an Expense:

In the Expense Type field click the down arrow and select the desired expense. Scroll down to the cost field and enter the expense amount. Note: the red arrows indicate required fields. Click the Save Current Expense button in the For this Document You can: box in the upper right screen section.

Modify an Expense:

Click the pencil icon 
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next to the expense to be corrected in the Current Expense area. Make the correction in the appropriate field in the top section of the Expense Entry screen. Click Save Current Expense.

Delete an Expense:

Click the delete expense icon 
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 next to the expense to be deleted.  On the dialog box, click OK if the expense is to be deleted.

  Print a Travel Document
Click the Open Existing Document link. 

Click the Open Document icon [image: image4.bmp] to the left of the travel document to print.  

The document will open in View Only mode if processing is complete.  Otherwise, click the Get Document as View Only button.  Click the Preview Document link on the Document Toolbar.  Travel Manager will start a new browser window.  Use the browser print button to print the document.  Close the new browser window after printing.  Click the Close Document link on the Document Toolbar to close the document.
· Remove an Edit Lock

An ‘Edit Lock’ will occur when a document is not properly closed or when the system times out in 60 minutes.  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.

Click Setup on the Menu Toolbar. Travel Manager will start a new browser window. Click Admin on the Menu Toolbar in the new window.

Click the Remove Edit Locks link on the Document Toolbar on the left edge.  A list of all locked documents will display. 

Click on the document name. A confirmation message “Document lock has been removed” will display at the top of the page.  Click the Close Remove Edit Locks button. Click Close on the Menu Toolbar to close new 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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