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From: Lowery, Amber (NIH/NCI) [E]
To: NCI DCTD Travel Planners; 
Subject: FW: Cancelling documents in GovTrip--information from Oct 5 HPOC meeting
Date: Wednesday, October 13, 2010 4:24:30 PM


 
 


From: Carney, Deborah (NIH/NCI) [E]  
Sent: Wednesday, October 13, 2010 3:30 PM 
To: Bishop, Jamie (NIH/NCI) [E]; Canty-Collins, Roberta (NIH/NCI) [E]; Condon, Aaron (NIH/NCI) [E]; Corey, 
Christopher (NIH/NCI) [E]; Corum, Ashley (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 (NIH/NCI) [E]; Gabossy, 
Andrea (NIH/NCI) [E]; Grove, Linda (NIH/NCI) [E]; Guyton, Vanessa (NIH/NCI) [E]; Haggerty, Kelly (NIH/NCI) 
[E]; Haller, Denise (NIH/NCI) [E]; Heckman, Dana (NIH/NCI) [E]; Holden, Nina (NIH/NCI) [E]; Hunter, Sabrina 
(NIH/NCI) [E]; Kapinos, Kathryn (NIH/NCI) [E]; Knight, Karen (NIH/NCI) [E]; Lowery, Amber (NIH/NCI) [E]; 
Meredith, Kristin (NIH/NCI) [E]; Moon, Annie (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]; Wilkins, Becky (NIH/NCI) [E]; Williams, 
Rashida (NIH/NCI) [E] 
Cc: NCI ARC Deputy Managers; NCI ARC Managers; Wahlert, Shari (NIH/NCI) [E] 
Subject: Cancelling documents in GovTrip--information from Oct 5 HPOC meeting 
Importance: High
 
NCI HPOCs:  please disseminate this information regarding cancelling documents in GovTrip from the 
Oct 5 HPOC meeting:
 
Reminders regarding cancelling documents in GovTrip:
 


v Remember - users can cancel document themselves, there is no need to put in 
a ticket.


 
When cancelling authorizations:
 


 


ON-LINE BOOKING
When cancelling documents in GovTrip, there are three different situations and solutions:


 
1)      If the document has an on-line reservation and is cancelled prior to the tickets being issued:


a)      Select the amend link to open the document.
b)      Navigate to the Digital Signature page and stamp the authorization cancelled.


2)      If the document has an on-line reservation and is cancelled after the tickets have been issued but 
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before the trip start date:
a)      Amend the authorization.
b)      Remove the reservation and add the cost of the ticket to the Other Transportation screen.
c)       Remove all other expenses except fees.
d)      Approve amendment.
e)      Voucher.


3)      If the document has on-line reservations and is cancelled after the tickets have been issued and after 
the trip start date:


a)      Create a voucher.
b)      Remove all expenses except airfare and fees.
c)       Approve voucher.


 


OFF-LINE BOOKING
When cancelling documents in GovTrip, there are three different situations and solutions:
 


1)      If the document is cancelled prior to the tickets being issued (prior to faxing):
a)      Stamp the authorization cancelled.


2)      If the document is cancelled after the tickets have been issued but before the trip start date:
a)      Call Omega to cancel the reservations (begins refund process).
b)      Create a voucher.
c)       Remove all other expenses except ticket and fees.
d)      Approve voucher.


3)      If the document is cancelled after the tickets have been issued and after the trip start date:
a)      Create a voucher.
b)      Remove all other expenses except  ticket and fees.
c)       Approve voucher.


 
If you have any questions, contact me at 301-496-2678.
 
Deb
 
Deborah L. Carney
NCI Travel Specialist
Bldg 31/3B44
phone:  301-496-2678
fax:  301-480-0517
 
 





