
This quick reference is designed to assist LBNL travel approvers with the travel review and approval process through the online Travel Manager system.

	Login


· Access Travel Manager at http://trvprd.lbl.gov
Enter your LDAP user name and password (usually the same as your e-mail). If you don’t have an LDAP user name and password, contact HELP@lbl.gov. A first-time user will be prompted to create a signature PIN (personal ID number). The PIN must be at least 8 characters and include at least 1 numeric.

	Navigation


The menu on the left side of the screen changes, depending on where you are in Travel Manager.
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	Initial Menu
	Document Menu


Use the mouse to select from the Initial Menu or Document Menu. Either the Initial or Document menu will always be at the left side of your screen. Press [Tab] to navigate through the elements on a page. Use the mouse to navigate through the document. Avoid using the Enter key.

Symbols

·  [image: image3.bmp] denotes a required field

·  [image: image4.bmp] denotes the edit option

·  [image: image5.bmp] denotes delete

	Review Documents


Select Review Documents from menu on the left. The Review Document window is displayed.
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To review a document: 

· In the Document Type field, click on a document type (All, Authorization, Voucher, and Local Voucher) from the drop-down list and press [Tab].
· To display your selection, you must leave the Document Type field (by pressing Tab or using your mouse). 

· Documents are displayed in the Search Results area. Click on the Document icon beside the document you want to view.

· If you are signing or adjusting the document type your signature PIN and click Sign to Review Document. If you just want to look at the document, click on Get Document as View Only.
· The Document Summary window is displayed.
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	Adjusting a Document


Document details may be reviewed by clicking on the blue links.
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· To return to the Summary screen, click on Document Summary from the Document Menu at the left.

· If you make any changes, click the Save Document button.

· Click the Close button and then close the window.
	Approving a Document


When you have completed reviewing the document, type your signature PIN and check the Stamp without Adjustment box at the bottom of the Document Summary window and click the Stamp and Route button.
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The Status to Apply drop-down field defaults to the status you are being asked to sign.

· Enter your electronic signature in the Signature PIN field.
· Check the Stamp without Adjustment box.

Click Stamp and Route. 

The Pre-Audit Results window indicates audit results. Click Continue if all audits have passed. Audit failures must be corrected before continuing.
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· Click Continue to complete the transaction.
· Click Review Document from the left-hand menu if you have additional documents to sign.
	Delegate Authority


If you will be out of the office, you may temporarily assign signature authority to a coworker to review and sign documents in your place. When you return to work, you may revoke the temporary signature authority.

· From the Travel Manager main menu, go to the top menu bar and click on Setup.
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· In the new window, go to the top menu bar and click on Admin from the top menu.

Then, click Delegate Authority from the menu on the left.
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· In the Name field, type the first and last name of the person to whom you are delegating authority. You may also type the first name and click Search to find all matching first names. Note: This does not work for last names.
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· Choose a name from the list returned.

· Enter your Signature PIN and click Save.
Close the window.

To revoke Delegated Authority:

· From the Travel Manager main menu, go to the top menu bar and click Setup.
· In the new window, go to the top menu bar and click Admin.

· Click on Delegate Authority from the menu on the left.

Then, click the List Current button in the upper-right corner.
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· Click the link to Revoke Current Authority.

Click OK and close the window.

	Help


A Training and Reference Guide is available on the ASD Travel Services web page at http://travel.lbl.gov/TravelManager/ . 

Web Site: http://travel.lbl.gov
E-mail: TravelHotLine@lbl.gov
Telephone: 510-486-4500
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