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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

1 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/0AO/OEA/OD/NIH

6130 Executive Boulevard, 8129
Bethesda, MD 20892
P.301-496-8165

F.301-402-0560
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Trip Overview

Trip Summary
Booking Travel using GovTrip requires that you first provide information
about your starting and ending locations (usually your home or duty Overall: Starting Point
station) and your TDY Locations for per diem purposes. You will be able
to request bookings for transportation (e.g.,air,rail) and lodging after
these initial steps are complete. s 24-Jan-10

¢ PITTSFORD, NY

‘OverallStarting Point Information HONTGOHMERY COUNTY, 1D
Please Note: ARed Star (* ) indicates a required fied. : PITTSFORD, NY

* setect a Location: -OR- * Enter a Starting Point: HONTGOMERY COUNTY, D
PITTSFORD. NY 240010

* Start Date (mm/dd/yyyy): (01/24/2010 e : 2l
Encing Point

‘Overall Ending Point Information

Please Note: ARed Star (* ) indicates a required fied. : MONTGOMERY COUNTY, D
*setect a Location: -OR- # enter an Ending Point:

PITTSFORD. NY

PITTSFORD, NY

25-dan-10

20 ate (mmadryyyy): D1/25/2010 ac]

Other Trip Information

Please Note: ARed Star (* ) indicates a required fied.

*Trip Type: SINGLE TRIP

*TripPurpose: | DOMESTIC TRAVEL

“Trip Purpose Description (option

* Trip Duration:

Otz oursorLess O 1224 Hours - with Locgng
©> 1224 Hours - No Lodging. @ Mt Day

Authorization Number: Q730X

Authorization Date (mm/dd/yyyy):  01/19/2010

“Trip Number: i

Trip Detats:

7o atcend the ART/RIM Meeting at Rockville,
MD. on Jan. 25, 2010.

Q@ et






