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Attached is the presentation from this month's HPOC meeting and Deb has pulled out the Do's & 
Don'ts that were highlighted at the meeting.
 
Please let me know if you have any questions.
 
Sincerely,
Nina
 


From: Carney, Deborah (NIH/NCI) [E]  
Sent: Wednesday, March 24, 2010 9:49 AM 
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 Managers; NCI ARC Deputy Managers 
Subject: GovTrip Dos and Don'ts from Mar HPOC meeting 
 
NCI HPOCs:  please disseminate this information to your planners and approvers.
 
At the March GovTrip HPOC meeting, the NBS team identified Do’s and Don’ts 
based on recent experiences with the travel community.  The items listed below 
are also include in Page 7 of the attached HPOC slides:
 


*       Don’t stamp a document reviewed, conditionally approved or approved 
if the document is in CTO submit status.  The document must be in CTO 
booked status before it can be stamped and routed.  If it is stamped prior 
to being in CTO booked status, the reservation will be locked and the tickets 
will not be cut.  NOTE:  NBS team is noticing that there are some documents 
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GovTrip 2.0 and Enhancements Dates
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			Enhancements			Descriptions			Implementation Dates


			GovTrip 2.0			Introduces significant changes to the look and feel of GovTrip and how the user will navigate through the documentation creation process.  Differences include:
Changes to how the itinerary is built
Changes the menus and navigation
Changes to the booking tool			Implementation into Production is tentatively scheduled for June 12



			Integrated Notification of Foreign Travel (NFT)			Users will no longer use the OGHA NFT
Foreign travel documents will route to FIC for NFT approval prior to routing to the Executive Officer for final approval			Implementation into Production is tentatively scheduled for June 19


			Conference Travel			Used to track attendance at Largely Attended Events (LAE)
New Trip Type populates the itinerary screen with an additional field the name of the conference			Implementation into Production is tentatively scheduled for July 17










































GovTrip 2.0 and Enhancements 
Training and Communications Approach
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			Stakeholders			Training and Communications


			Travel Planners, Reviewers, and Approvers			 Awareness sessions
 Computer-based training
 Reference guide(s)


			Travel HPOCs			Instructor-led training 
- ½ day sessions over a 3 week timeframe
 Reference guide(s)
 Monthly meetings


			Executive Officers			Targeted  e-mail communications


			GovTrip Business Owners			Bi-weekly status meetings


			NBS Advocates			Monthly status meetings





Training and communications activities identified by GovTrip Stakeholders






































Gelco Closeout Date


Data was extracted from a July 16, 2009 report of unvouchered documents and compared with data from a January 22, 2010 report.  When comparing document totals for fiscal years 2005, 2006, 2007 and 2008, we see a reduction in the overall unvouchered document count by almost 3,000 across all NIH ICs:














Document analysis findings were provided to the GovTrip Business Owners who have determined the closeout date for Gelco to be _______.


Any documents created in Gelco for trips after June 1 will need to be cancelled in Gelco and re-created in GovTrip.


nVision has created a report of unvouchered documents in Gelco.


OFM will send a communication to the Travel community with the closeout date for Gelco.
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			Unvouchered Authorizations in Gelco as of July 16, 2009
FY05-FY08			Unvouchered Authorizations in Gelco as of January 22, 2010
FY05-FY08			Total Unvouchered Authorizations in Gelco as of January 22, 2010


			12,170			9,175			16,473
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HPOC/Help Desk Update








 HPOC process for requesting assistance through the Help Desk is being enforced.  


 Level 1 is experiencing some push back from the ICs.  One of the major complaints received is that the user’s HPOC is not available


 Solution:  


 For ICs with more than one HPOC, be sure each HPOC has a back-up identified


 For ICs with only one HPOC, pair up with another IC for back-up





 Help Desk


 Level 2 Help Desk in NBS looking for an IC user with experience in all NBS systems (Gelco, GovTrip, Sunflower, Prism, Oracle acquisitions, purchase card) who may be interested in a short-term detail.  Contact Diane Charuhas if interested.





 Additional Job aids for the following topics will be posted


 on the NBS GovTrip portal by the end of the week:


 Amending a Travel Authorization in GovTrip


 Booking Restricted/Non-Contract Fares in GovTrip


 Other Authorizations


 VirtuallyThere (Updated)


 Non-Affiliate Process
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GovTrip Dos and Don’ts





Don’t stamp a document reviewed, conditionally approved or approved if the document is in CTO submit status.  The document must be in CTO booked status before it can be stamped and routed.  If it is stamped prior to being in CTO booked status, the reservation will be locked and the tickets will not be cut.  





Do submit a help desk ticket if the document is stuck in CTO submit.





Don’t create a new document if the current document is locked or is receiving and error message.  Chances are the new document will experience the same issues.  Submit a help desk ticket for assistance.





Don’t stamp documents with Ethics Approved or Authorized





Do stamp documents with Signed, Auth Prepared, Vouch Prepared, Reviewed, Conditional Approved or Approved.





Don’t pull a document out of routing to review or approve if it has not been stamped SIGNED by the planner, certified (signed) by the traveler on sponsored documents or vouchers 
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Changing a Reservation


Listed below are steps to take when changing a reservation booked on-line:








Changing a reservation booked online after the document has been approved, but before the ticket  has been cut:





Create an amendment


Navigate to the Air Tab


Click the remove link  next to the leg(s) that need to be changed


Re-book the flight


Stamp the document SIGNED to route back through Omega





Note:  If the change is made within 4 days of the trip start date, then the document needs to be stamped signed the same day the reservation  is made or it will be cancelled automatically at 11pm. 
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Changing Reservations, continued


Changing a reservation booked online after the ticket has been cut and/or the trip has already started:





Call Omega to  book a new reservation


Leave the on-line reservation as is and add the new reservation to the Other Transportation screen.





Removing a reservation booked on line after a document that has been stamped signed (but not approved):





Navigate to the Air Tab


Click the remove link next to the leg(s) that need to be removed


Stamp the document SIGNED to complete the cancelling of the reservation.





Note:  Document must go to CTO Submit/CTO Booked before document can be approved.
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Fare Breaks


You may notice that there are times that ticket costs change on reservations that are contract fares.  This is due to ‘Fare Breaks’ in the reservations.





A fare break occurs when a reservation using a city pair fare is not made for the final destination, but for intermediate destinations along the travel route.  





For example:





A traveler is attending a meeting in Osaka, Japan.  





When making the reservations, instead of choosing a flight to Osaka with a connection in San Francisco, the planner separately chooses a flight to San Francisco then a flight to Japan, both are contract flights, but are not the city pair flight in place for the destination of Osaka.





Omega will restore the fare based on the departure location and the final destination – in this example from DC to Osaka.  
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Known Issues


Fed-Rooms


Issue:  When a user attempts to book a Fed Room reservation, an error message appears stating that GovTrip could not complete the reservation process and to make an alternate choice.


This issue has been resolved.





Name Changes


Issue:  When a user changes his/her name in Capital HR and/or NED, he/she received a Web Sign-on error and is no longer able to log into GovTrip.


Solution:  There is no workaround for this situation.  A Help Desk Ticket must be submitted to have the name updated in GovTrip’s database.





Vouchers defaulting to T-entered instead of Vouch Prepared


Issue:  When a voucher is returned to a planner, the signature stamp defaults to T-entered instead of Vouch Prepared.  Documents are skipping the traveler.


Solution:  Planner needs to be sure to pick Vouch Prepared from the drop-down menu if it does not default.
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Known Issues, continued


Deleted Traveler Profiles


Issue:  When a traveler’s organization is changed the profile is detached and should then be re-attached in GovTrip, however the profiles are not being re-attached correctly.  This results in the error message that the Traveler profile has been deleted and the document cannot be edited. 


Solution:  There is no workaround for this situation.  A Help Desk Ticket must be submitted to have the traveler profile restored in GovTrip’s database.
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General Q&A


Q:  Why are traveler profiles set at GMT instead of EST?


A:  All profiles are set at GMT instead of EST to avoid calculation issues that appear in the per diem when crossing the international date line, especially for trips with multiple locations.  Do not change the default from GMT.





Q:  Why does the statement “Not Associated with TDY” appear in the trip summary”?


A:  This message appears when a user has changed the arrival date to no longer match the departure date on the authorization.  Do not change the arrival date.





Q:  Why is the Approved stamp missing from the drop-down menu?


A: If the document has an on-line reservation and has not been stamped signed, the approved stamp will not appear in the drop-down menu.
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General Q&A, continued


Q:  Why do some documents have multiple TAV fees?


A:  TAV fees are calculated by the number of days in a trip in order to obligate enough funds to cover multiple interim vouchers.  For every 5 days of travel, and additional $13.50 will be obligated on the authorization.  If multiple vouchers are not completed, the unused balance will be de-obligated.





Q: What number should be entered into the Advisory Committee Roster Number Field?


A:  The 10-digit roster number is obtained from your IC’s Committee Management Office for those participants whose travel expenses are reported through IMPAC II for Advisory Committees or Councils.  If you are unsure as to whether or not a roster number is required, check with your Committee Management Office.  


     Those that do not require the roster number should have a trip type and purpose of Domestic/Single trip, not Advisory Committee.
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Q&A Session
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in CTO Submit status that allow a user to edit the document, even though 
that shouldn’t be allowed to happen.
 
*       Do submit a help desk ticket if the document is stuck in CTO submit.
 
*       Don’t create a new document if the current document is locked or is 
receiving an error message.  Chances are the new document will experience 
the same issues.  Submit a help desk ticket through your HPOC for 
assistance.  Indicate in the ticket that Level 3 help is required.
 
*       Don’t stamp documents with Ethics Approved or Authorized.  The final 
approver should only select APPROVED.
 
*       Do stamp documents with Signed, Auth Prepared, Vouch Prepared, 
Reviewed, Conditional Approved or Approved [Returned, Cancelled, and T-
Entered (for non-NIH affiliate travelers) are also valid stamps]
 
*       Don’t pull a document out of routing to review or approve if it has not 
been stamped SIGNED by the planner; certified (signed) by the traveler on 
sponsored documents or vouchers.


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





