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From: Lowery, Amber (NIH/NCI) [E]

To: NCI DCTD Travel Planners;
Subject: FW: COPY documents feature in GovTrip
Date: Wednesday, February 03, 2010 3:59:02 PM

From: Carney, Deborah (NIH/NCI) [E]

Sent: Wednesday, February 03, 2010 3:52 PM

To: Bishop, Jamie (NIH/NCI) [E]; Brooks, Pamela O. (NIH/NCI) [E]; Canty-Collins,
Roberta (NIH/NCI) [E]; Condon, Aaron (NIH/NCI) [E]; Corey, Christopher (NIH/
NCI) [E]; Culley, Nicole (NIH/NCI) [E]; Curington, Christina (NIH/NCI) [E]; Daley,
Leonie (NIH/NCI) [E]; Davis, Brett (NIH/NCI) [E]; Dixon, Debra (NCI OM ARC);
Guyton, Vanessa (NCI OM ARC); Haller, Denise (NIH/NCI) [E]; Holden, Nina (NIH/
NCI) [E]; Hunter, Sabrina (NIH/NCI) [E]; Knight, Karen (NIH/NCI) [E]; Lowery,
Amber (NIH/NCI) [E]; Muhammad, Maryam (NIH/NCI) [E]; Peigh, Alan (NIH/NCI)
[E]; Perkins, Josephine (NIH/NCI) [E]; Richardson, David (NIH/NCI) [E]; Robinson,
Carrie (NIH/NCI) [E]; Smith, Pritee (NIH/NCI) [E]; Stewart, Nichole (NIH/NCI) [E];
Wilcox, Jessica (NIH/NCI) [E]; Williams, Rashida (NIH/NCI) [E]

Cc: NCI ARC Deputy Managers; NCI ARC Managers; Baker, Heather (NIH/NCI) [E];
Battistello, Kathryn (NIH/NCI) [E]; Cashman, Alice (NIH/NCI) [E]; Dixon, Debra
(NIH/NCI) [E]; Green, Angela Childers (NIH/NCI) [E]; Hinkle, Kristin (NIH/NCI) [E];
Newball, Kimberlee (NIH/NCI) [E]; O'Donnell, Jenna (NIH/NCI) [E]; Stephens,
Elizabeth (NIH/NCI) [C]; Strickland, Joy (NIH/NCI) [E]

Subject: COPY documents feature in GovTrip

Importance: High

NCI HPOCs: please disseminate this information to your planners and approvers.

At the latest HPOC meeting, there were some issues identified that involved the
COPY feature in GovTrip. Below are the issues discussed:

1) TAW date is copied from original document
*  Work-around: Verify TAW date is correct, and change if
necessary

2) Document in “Payment Submit” status is copied. Copied document
can’t be edited
*  Wait until document is in “POSACK OBLIGATION” status to copy.

3) When copying a document to a new traveler, traveler profile
validation screen doesn’t appear and planner can’t update profile or add
alternate email address.



mailto:/O=NIH/OU=NIHEXCHANGE/CN=NCI/CN=AR200J

mailto:/O=NIH/OU=NIHEXCHANGE/cn=Recipients/cn=ncidctdtravelplanners



»  Create documents for first-time travelers—DON'T copy first
document—or submit Help Desk ticket to update information in
document and/or profile.

NOTE: The TAV fee will not show up in your Expenses section on a copied
document. The TAV fee will be applied to the authorization during the stamping
process by Northrop Grumman. It is not copied because the fee increases for long
term travel based on the travel dates.

If you have any questions regarding this information, contact me at 301-496-2678.

Deborah L. Carney
NCI Travel Specialist
Bldg 31/3B44

phone: 301-496-2678
fax: 301-480-0517





