GOVTrip Hints, Problems & Resolutions
Ways to Lose On-Line Reservations

1. By changing payment methods after a travel is created – The user will have to delete the reservations and create a new one.

2. Double booking reservations.
3. Traveler DOES NOT have credit card information associated with his/her profile.

4. Planner DOES NOT stamp document as “Signed” within 4 days of making any electronic booking.

5. Routing list was not changed from default NIH routing to a valid IC list before reservations were made.

6. Not re-signing the travel authorization after making an adjustment.

7. Canceling Authorization
Traveler’s Profile

· When entering a traveler into GOV Trip for the first time, the user is prompted to complete a Profile Validation for the traveler.

· All personal updates to traveler profile are done through NEDS but is not updating in GovTrip automatically like is should. Name updates will have to be done manually in GovTrip until further notice.
· The planner should enter his/her email in the Alt Email Notification section to ensure that they receive confirmation emails regarding the travel when initially prompted to update the traveler’s profile. The Alt Email can ONLY be removed or changed by contacting the Help Desk.

· The traveler’s existing profile can ONLY be updated by going into an existing travel authorization for that traveler, i.e. seating preference, food requirements, special needs, flight points etc.
· MUST call Help Desk to have the Travel Card Default of “No Advance” removed in order for the traveler to be eligible to receive monetary travel advances by the GovTrip system. 

· The SAC codes (HNC Organizational Codes) for the travelers must be correct in order for the planner to be able to view the traveler and for the proper routing list to be applied.
OMEGA
· NEVER contact Omega using the on-line button tools – may create duplicate reservations and will incur TMC charges. 

· ALWAYS contact Omega via phone to ensure that there are no duplications if assistance is needed.

· All reservations booked via phone will supersede any on-line bookings – but if reservations are double booked both could be cancelled out.

· OMEGA is involved in ALL RAIL Travel, Call Omega for best results 

· $10 expense associated with this service 

· Applied automatically once OMEGA finalizes the reservation and returns authorization to GOV Trip.

· ACELA is consider Premium Travel and will need prior approval.

· If for any reason you will need to contact OMEGA then it is best to let them create all reservation for flight and hotel since a TMC Fee is going to be charged.

· Omega will send all itineraries 2 days prior to the trip departure date unless the Advance Ticketing Date is manually changed.  The ARC requires the Advanced Ticket date to be set to 4 days prior to the travel start date
Reservations
· Use the same methods for booking and cancelling travel reservations. 
· OFF-Line Reservation does HAVE Omega involvement and should be done via phone contact ONLY.

· Planners should ALWAYS check the box to Show Alternate Airports when booking on-line flights. NOTE:  If you select “SHOW ALTERNATE AIRPORTS” when using the booking tool, the flights that appear will not be grouped by airport.  Make sure that you note the airports both to and from the destinations to ensure that your traveler is flying into and out of the same/correct airport.
· Types of Air Fares: (Selecting a matching flight is not a requirement)

· Limited Capacity Fares: (Cream/Yellow Heading) – These are fully refundable, exchangeable, government-negotiated contract fares.  These may often be the lowest fares offered, but they are not always available.  Limited capacity fares are returned in the booking tool after you’ve selected GSA city pair fares to be priced.

· GSA City Pair Fares: (Green Heading) – These fares have been negotiated by GSA and are fully refundable, exchangeable contract fares.

· Government Fares: (Blue Heading) – They are also referred to as “ME TOO” fares.  When you price this ticket, it will turn RED.  The airline did not get the contract but is offering a ticket at what the contract is or lower.  They are non contract fares BUT fully refundable and fully exchangeable.  If you select a DG fare, you will need to give a justification in the Pre-Audit section at the end of the document.  They are subject to change at any time so the sooner they are purchased, the better. 
· NON-Government Fares: (Red Heading) – Some fees may apply if cancelling the ticket because they are non-refundable and non-exchangeable.  If the government cancels this type of flight, the government pays the penalties.  If the traveler cancels due to personal reasons, the traveler should pay the penalties.   If you select this ticket, you will need to give a justification in the Pre-Audit section at the end of the document.  If there is a contract carrier fare available, you may only select these fares if there is more than 40% savings or due to unavailability of contract flights during the timeframe needed.   These fares must be TICKETED within 24 hours of booking them; otherwise, the flight(s) will be cancelled.  Therefore, make sure that you fill in the Advance Ticketing Date (TAW) with the same date of booking so that Omega will pull the reservation and issue the ticket immediately.

On-Line Air Travel Reservations 
· ON-Line Reservations do NOT have any OMEGA Customer Service involvement.

· DO NOT enter anything in the “Comment Section” when making on-line flight reservations.  Entering any comments will incur an OMEGA TMC FEE of $23.55 because it will require action a staff person to read it therefore creating a service.  
· All JET Blue and Southwest reservations require OMEGA service and will incur the TMC FEE of $23.55. The system will give notification of this charge at time of booking.

· On-Line Reservation can NOT be edited. They can be temporarily double booked, allowing planner time to secure a new reservation before removing the original reservation from the travel authorization. 

· On-line reservations should never be in “Awaiting” CTO status after being signed. It should take approximately - 1 hour (maximum) for the CTO Status to change.  If this does not happen contact your HPOC (Dana Heckman, Nina Holden or Amber Lowery).
· All completed itineraries can be viewed through the “VirtuallyThere” website by the traveler’s name as listed on the travel authorization or PRN number also found on the travel authorization

Travel Authorizations
· GOV Trip Fees On-Line:

· Booking Fee - $5.64
· Reservation Fee - $4.60

· OFM Fee - $9.25

· If traveler is approved for a Travel Advance, the request will have to be re-entered for any authorization requiring an adjustment or amendment.
· For attachments and uploads the limit is 2 MB per file in GOV Trip.

· Meals are checked off ONLY if part of a registration fee.

· Authorizations CANNOT be made for travelers in another HHS agency. NIH uses a different financial system. Therefore, all NON-NIH Affiliates will have to be entered into the NIH’s Oracle Financial system by Dana Heckman.
· Travel Authorizations and Vouchers should be tracked by the TA # (this number is unique and assigned to the travel) which is located in the same box as the travel document number.

· Document #’s can be duplicated.

· In the TDY Location section, Arriving on date is populated by the Leaving from/Departure Date and NEVER should be manually changed while creating the TDY locations.

Copying Travel Authorizations
DOES COPY
· Itinerary including dates, trip type, trip purpose and per diem locations.

· Mileage and Non-Mileage Expenses

· Per Diem Entitlements including AEA, Conference Allowance, Annual leave, etc.

· Accounting Codes with the expenditure dates set to the new trip start date.

· Other Authorizations

· Sponsors

DOES NOT COPY

· On-Line Reservations, e.g. air, rail, hotel

· Off-Line Other Transportation travel entries

· Advances

· Ethics Checklist

· Documentation/Receipts

· TAW (Tickets Are Waiting) Dates

· TA Number
· Before Cancelling a trip 

· REMOVE all on-line bookings first if not already approved.
· “CANCELLED” stamp can NOT be used after trip has been approved, CONTACT DCTD HPOC to Cancel

 
· TAW date is copied from original document

· Work-around:  Verify TAW date is correct, and change if necessary

· Document in “Payment Submit” status is copied.  Copied document can’t be edited

· Wait until document is in “POSACK OBLIGATION” status to copy.

· 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.

· 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. 
VOUCHERS

· GOV Trip Fees:

· Final Voucher & Interim Vouchers - $13.50 

· Local Voucher - $6.50
· Vouchers stay activated in the GOV Trip System for 6 years and 3 months

· Voucher process for :
· NIH Employees will state “Voucher Prepared”

· NON- NIH Affiliated Travelers will state “T-Entered” – these vouchers will have to be faxed to the traveler for signature then the signed voucher will be scanned and attached to the voucher for routing and approval.

· Original receipts are still required by NCI Policies and Regulations.

Sponsored Travel

· Sponsored Travel reservations will be done through OMEGA until GovTrip glitch is fixed.
· If you fail to pick the correct payment method or reimbursement for On-line reservation the planner MUST rebook that reservation.

· Sponsored In-Kind – by sponsor direct

· Sponsored Personal – by travel and is reimbursed by sponsor

· Sponsored Travel Card – travel uses government travel card and all reimbursements will be provided by NIH then the Sponsor reimburses NIH.
· All monies go thru NIH financial system.  Sponsors send reimbursable expenses to NIH. NIH sends payment to traveler (personal) or JP Morgan (Travel Card).

· Sponsored In-Kind trip tickets are recorded under the Travel…Other Transportation.

· Ticket Type: Air Fare – Personal

· Method of Reimbursement: Sponsor In-Kind

· Build the Accounting Code for Sponsor …Remember to check the SPONSOR Box.

· Sponsor Authority Types:

· 31 USC 1353 – Meetings or Similar Functions

· 42 USC 3506 – Advisory Services, i.e. Health Meetings

· 5 USC 7342 – Foreign Gov’t/Multi-lateral Org., i.e. Invitation from Head of States.
· Printing Format for the 348 and Checklist - you will need to change the settings on your individual  GovTrip travel system. They’ll print out separately rather than included in the authorization in one long document if you follow these instructions:

· Go to:
1. Traveler Setup

2. User Preferences

3. Form Defaults – Then select “Gov’t + Form” or “Gov’t” and save the changes; it will print out the 348 and the Ethics Checklist separately--the travel order remains the same.

SHARING TRAVELERS WITHIN NIH:
If your planner needs to create a travel authorization for a traveler who is not located in NCI but is an employee of NIH, follow these instructions: NOTE:  The IC that is paying for the travel should complete the travel document.

· If the planner can’t locate the traveler’s name in GovTrip, the planner should submit a Help Desk ticket to have the traveler added to NCI’s group.  

· Once that occurs, and the planner can create an authorization, the planner should change the routing list to the appropriate HNC routing list.

· When the correct routing list is selected, the planner should not save this routing list to the traveler’s permanent file.  In other words, the planner SHOULD NOT check the box that states “Save changes to permanent traveler information.” 

· The planner should click on “Update Personal Information,” which will save the routing list for that document.

SHARING TRAVELERS OUTSIDE NIH (including other HHS OpDivs)

NOTE:  NIH can’t detach and receive travelers from other HHS OpDivs because NIH and the rest of HHS does not share the same financial system.

· If your planner is asked to “detach” a traveler by a planner from another HHS OpDiv, your planner should tell the requestor that the traveler can’t be detached, and the traveler must be added to their system.   Also, a traveler from another OpDiv can’t be “received” by NIH .  

· In order to complete a travel authorization for a traveler from another HHS OpDiv or another government agency, a Non-NIH affiliated traveler form (processed by Dana Heckman) and ACH form (processed by OFM) must be completed for the traveler. The same address must be on BOTH forms or the traveler will be denied.
· IF you have a current NON-NIH traveler but can not see them in the system contact Dana Heckman to change the HNC code to your program HNC code.

GOV Trip System Bugs 

· All planners need to have their internet TLS1.0 clicked under the Internet Options Tab in order for GovTrip to function properly.

· Lodging – the GovTrip system will not allow planners to choose Conference Allowance and Actuals Expenses in a single trip.  The differences between the two will have to be entered under the expenses as a Miscellaneous Expense.

· Registration Fee MAY show up a $0 when reviewing the travel authorization in the system but the dollar amount is recorded when the document is printed out.
· As a result of updates that were made to GovTrip this weekend, planners are no longer able to pick the routing list in a traveler’s document.  The issue has been reported to Northrop Grumman.  
· Work-around is to have a user with reviewer or approver access update the traveler’s routing list or submit a ticket to the NIH Help Desk to have the routing list reset.

· There is a glitch in GovTrip regarding CONFERENCE LODGING RATE.    If the planner: 
· Selects “Conference Rate” in the authorization, the planner cannot then remove the conference rate from the per diem screen if conference rate is no longer required.  

· NBS work-around:  Open affected day of lodging, select ANNUAL LEAVE and then save your change.  Re-open the same day, un-select/remove ANNUAL LEAVE, and save again. This is the only way to make this change. 
· If your planner receives the following message on the Accounting Screen and is unable to select the traveler’s CAN in GovTrip:

012:nu-nihsrvs Failed: Could not load by long char

· the planner should use the following work-around in order to select the correct CAN:

· Enter the project number again and leave off the final digit.  

· The system will return more numbers and among them should be the one needed.  

· Select the appropriate account from the list.

· GovTrip E-mail notifications maybe routing automatically to your Junk Mail In-box.
Frequently Asked Questions regarding the HPOC requirement:

Q:  What if the issue is only something the Help Desk can do like adding an alternate email address or updating the profile?  Can we go straight to the Help Desk in those situations?

A:  Although the HPOC may not be able to resolve the issue, they are able to track the issue, be sure that a ticket has not already been submitted for the same issue, and consolidate issues for discussions during NBS Travel HPOC meetings.

Q:  What if the issue is an emergency?  Can we go straight to the Help Desk?

A:  Even for emergency cases, it is important to send the issue through the HPOC, again so the HPOC can track the issue, be sure the issue is not a duplicate and to verify that all the necessary steps have been taken at the IC level before submitting as an urgent or critical ticket.

Q:  What if my HPOC is out?  Can we go straight to the Help Desk?

A:  Almost all ICs have multiple HPOCs.  If your HPOC is unavailable refer to the HPOC listing and select another HPOC.

Q: Can I submit a ticket with my HPOC as a point of contact on the ticket?

A:  Submitting a ticket and cc:ing the HPOC does not give the HPOC the opportunity to review and potentially resolve user issues, so the HPOC should actually submit the ticket to the Help Desk as the requestor.[image: image1.png]
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