
Multiple files are bound together in this PDF Package.

Adobe recommends using Adobe Reader or Adobe Acrobat version 8 or later to work with 
documents contained within a PDF Package. By updating to the latest version, you’ll enjoy 
the following benefits:  

•  Efficient, integrated PDF viewing 

•  Easy printing 

•  Quick searches 

Don’t have the latest version of Adobe Reader?  

Click here to download the latest version of Adobe Reader

If you already have Adobe Reader 8, 
click a file in this PDF Package to view it.

http://www.adobe.com/products/acrobat/readstep2.html




From: Heckman, Dana (NIH/NCI) [E]
To: NCI DCTD Travel Planners; 
Subject: FW: BOX 3 Purpose-GovTrip Solution
Date: Thursday, January 21, 2010 11:56:16 AM
Attachments: image001.png 


Great solution for our problem with printed authorizations in GovTrip
Thanks, Jen!
 
 


From: Pizzillo, Jennifer (NIH/OD) [E]  
Sent: Thursday, January 21, 2010 10:02 AM 
To: Holden, Nina (NIH/NCI) [E]; Heckman, Dana (NIH/NCI) [E] 
Subject: BOX 3 Purpose-GovTrip Solution
 
I found a way for the purpose to appear in Box 3 of travel auth, as preferred...
 
There are two boxes on the itinerary screen
1. trip details-
2. Purpose description
 
When you are initially entering the document the trip details box is the only one you see, 
but this box puts everything in the space the NBS used for comments. If you skip entering 
the purpose here, and finish the itinerary and move on the "trip overview" instead of 
going directly to the airfare selection screens, you will see a box  called "purpose 
description." If you enter the purpose (date, title, location of trip) it will appear in box 3 
of the printed travel order. 
 
 
 
Thanks, 
 
Jennifer Pizzillo
Lead, Extramural Support
DTP, CDP, CIP, RRP, BRB 
Hub D- NCI Program
DEAS/OAO/OEA/OD/NIH
6130 Executive Boulevard, 8129
Bethesda, MD 20892
P.301-496-8165
F.301-402-0560
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