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GovTrip Updates  





Conference Travel


Beginning October 15, the Conference Travel Trip Type for Largely Attended Events will be available.


A job aid will be provided to the community prior to October 15.


Existing documents do not need to be updated





Secure Flight


A report was sent to the Advocates on September 7 listing potential travelers who were missing SFPD information.


Information will be loaded into GovTrip during the downtime





HHS is providing NIH with a report of upcoming trips where the existing PNR is missing the required SFPD information.  We are working on notifying those travel planners/approvers on a case by case basis.
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GovTrip Updates 





Updating Routing List and Advance Status


Planners, Reviewers and Approvers will no longer have the 


ability to update routing lists or advance status in GovTrip documents.


This is a result of the implementation of the new Secure Flight data fields.  NG is no longer able to configure individual fields to have different permission level access.





Any requests for updates to these fields must now be submitted to the NIH Service Desk.


Level 2 and Level 3 are able to update these fields.


When sharing travelers between ICs, the authorization must be created before the request to update the routing list.  This allows the routing list to be changed for that document only and will not update the permanent profile.





Most ICs have only one routing list and will not be affected by this change. 


Those ICs with multiple routing lists will be most affected:


NIDA, NIMH, OD, NCI*, NIDDK, NIAID*, NIA, NINDS
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Submitting a Service Desk Ticket





In order to expedite the processing of Service Desk Tickets, be sure to include the following information with all help desk requests:





Traveler Name


Traveler EIN


TA Number


Trip Start Date


Issue Description (with screenshots when possible)


What screen are you working on?
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Travel Updates During Downtime





If an emergency trip must be planned:


Book reservations through Omega


Create an HHS-1 for the trip to provide to Omega


When the system is available, create and approve an authorization in GovTrip





If the trip dates change:


When the system is available, amend the existing authorization to update the trip dates.


	Note:  Cannot update on-line reservations on the authorization; updates need to be made on the voucher by moving the cost of the on-line ticket to the Other Transportation screen. 














  








The NBS System is down for year end processing until 7am on October 15.  Here are some helpful hints for keeping travelers moving during the downtime:





If traveler wants to change flights:


Call Omega and book new flights


Create an HHS-1 for the trip to provide to Omega.  Include the GovTrip document number on the form.


When the system comes back up, remove the on-line reservations from the voucher (see instructions for cancellations) and add the new ticket to the Other Transportation screen.
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Travel Updates During Downtime, cont.


Print copies of authorizations and NFTs can be obtained by submitting a ticket to the Service Desk:


Requests for printed authorizations should be limited to those trips occurring during the downtime.


Requests for printed NFTs should be limited to those trips that will be within the 30 day window for Fogarty during the downtime





Payments:


The last payment schedule was generated on September 27.  Any vouchers approved after that time will be paid after the system becomes available.


If authorizations for trips starting October 1-15 were approved with advances, the advances will pay when the first pay schedule is run after the system becomes available.
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Funds Control for Travel – Authorizations


  Authorizations


 Funds Checking occurs when a document is stamped ‘Signed’ and ‘Approved’





 If there are insufficient funds, an error message will appear and the document cannot be signed or approved.





 If the error message is received, take the following steps:


Contact your Budget Officer using your IC’s established process


If a new CAN should be used, remove the existing CAN and replace with the new CAN


If funds are added to existing CAN, re-stamp the document signed and route as appropriate
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  Funds Checking Error Message on Authorization:  
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Funds Control for Travel – Vouchers 


   Vouchers


Funds checking occurs after the voucher is approved and before it enters the financial system.


If there are insufficient funds, the voucher will be rejected.


If the voucher is rejected, take the following steps:


Contact your Budget Officer using your IC’s established process





2.  If funds are added to the existing CAN, amend the rejected voucher, re-stamp Voucher Prepared (or T-entered) and route as appropriate





3.   If a new CAN should be used and no advance or interim voucher was paid, remove the existing CAN and replace with the new CAN 





4.   If a new CAN should be used and an advance or interim voucher has been paid, add a new line of accounting using the new CAN, allocate all unpaid expenses to the new CAN, stamp and route as appropriate.





Note:  For amendments and vouchers that are above the original obligation, funds check will be conducted on the full amount of the document.
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  Funds Checking Reject Message on Voucher:  
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Sponsored Travel Issues 


  Issue:  Sponsor Record Merges


 Several sponsored trips have received the following reject message after the voucher was approved:











 This message is a result of a process run by OFM where one sponsor address record is merged with another record for the same sponsor in an attempt to maintain a clean database.  When the voucher is approved and moves into the financial system for validation, the sponsor address record no longer exists and the voucher cannot be processed.





 Users have been required to enter new authorizations and vouchers in order to process reimbursements.





     Mitigation:





 A validation was added that will verify that the sponsor address in the document still matches in NBS when the document is stamped signed (certified by the traveler), prior to entry into the financial system.


 This allows the existing document to be corrected.





 An alert and job aid were sent to all travel users on September 28.  


 Please make a wide distribution of the job aid to travelers
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Sponsored Travel Issues, cont. 


   Issue:  Crediting Sponsor Reimbursement Checks





Recently, there have been an increased number of sponsor reimbursement checks submitted to OFM without receivables set-up in the finance system to match.  Vouchers for these expenses were incorrectly prepared and processed as all In-Kind; not Sponsor Reimbursable.





      Mitigation:





 Read the Letter of Invitation carefully to determine if the expenses are In-Kind or Reimbursable


 Be sure the Planner knows the difference between these two methods of sponsorship


 When the traveler submits expenses, be sure he/she has indicated if the sponsor provided the service or the traveler paid initially, but the sponsor will send reimbursement.


 Approvers need to review the allocations carefully on-line - do not rely on the print copy for reviewing.
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Sponsored Travel Issues, cont. 





  Issue:  Problem with Allocation by Category Amount  


 Allocating using the ‘By Category Amount’ method is not currently working


 Using this allocation method will result in the allocations resetting to one Line of Accounting after the document is routed to the next level.


 Issue has been reported to NG for resolution.





     Mitigation:


  To avoid these issues, allocate using the ‘By Expense Per Day’ method.








  Issue:  Constructed Vouchers on Sponsored Travel Documents


 If a sponsored voucher contains a constructed voucher, the traveler cannot certify the voucher using eVoucher.


 Issue is being researched by NBS.





      Mitigation:


 If Sponsor is reimbursing mileage, add a comment that it is advantageous to the Government.
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NFT Issues


   Issue:  NFT will not print 


  Sporadically, users are closed out of their browser when attempting to print the NFT by using the Print This Screen link on the NFT page.  


  Reported to NG for resolution.





     Mitigation


 In view only mode, take a snap-shot of the NFT and paste into a Word document.





   Issue:  Dates changed on the authorization do not change on the NFT 


 The NFT does not update when dates are changed in the itinerary


  HHS has reported the issue to NG for resolution





     Mitigation


 Enter correct dates in the Emergency Contact or Explanation field for that destination 





   Issue:  Updating the location or arrival date on the authorization results


      in the deletion of information on the NFT 


 Program acting as designed – the system is assuming the new location and/or arrival date will require different information.
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NFT Issues, cont.





   Issue:  Fields blank after repeatedly entering information


 Too much information is being entered in the Emergency Contact and Funding Source Description fields.  The form was not designed to ’warn’ the user when they have exceeded the space limitations.  


HHS has requested that NG add a validation to warn the user that they have exceeded the field length





     Mitigation


 Avoid hard line breaks (hitting ‘ENTER’).  Instead use semi-colons (;) to separate information.


 Place cursor at the end of the last word and press Delete key until all extra lines and spaces are gone to ensure there are no extra lines in the field. 


 DO NOT enter detailed expense information into the Funding Description fields


 Do enter brief comments if there are multiple funding sources
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NFT Issues, cont.





  Samples of Funding Description





   


   


 







































































This information is already in the document 


and does not need to be re-entered into the NFT.
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Routing Issues 


  Issue:  Planners and Routing Officials are not using dynamic routing 


     and are ‘pulling’ documents to take action on them.


 This occurs when incorrect routing is in the traveler’s profile, when the planner does not stamp the document SIGNED, or when routing officials do not wait to receive the document in their Route and Review queue.





 Not using dynamic routing results in the following issues


Fogarty does not receive the document in their queue


The traveler receives an email on non-sponsored documents


Routing Officials do not receive emails


On-line reservations are not properly booked


Pre-audits are not filled out and routing officials receive an error


Review roles set up by ICs are skipped





    Mitigation


If planners do not see the correct routing official (or no routing officials), they need to STOP and submit a service desk ticket to have the routing list updated.


Routing Officials, as much as possible, should wait for an email and use the Route and Review Module to route documents.
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Routing Issues, cont. 


  Issue:  When dynamic routing is used, documents are not routing to the


     next level


 This occurs when the wrong stamp is applied to the document.


 The two most common examples of this are


When a routing official is in multiple roles (ex. AO Approver and NFT Pre-Approver) or


When a routing official stamps the document with the wrong stamp (ex. ‘Conditionally Approved’ instead of ‘Reviewed’)


    Mitigation


 Use the Digital Signature Screen to review upcoming routing to determine what the next stamp should be…
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Routing Issues, cont. 




















Next routing action


Routing Officials with multiple roles 


can see which stamp to apply first
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Foreign Per Diem Changes 


Problem:  The most common per diem errors occur on foreign vouchers.  Generally, the planner notices that the lodging and M&IE changes are not saving.   Also expense updates or newly added expenses are not reflected in the accounting summary.





How to Correct: Many foreign per diem rates are changed monthly and some domestic rates have ‘seasonal changes’ as well.  When this happens, the rates used when the authorization was created may no longer apply to the trip dates that are now applicable on the trip voucher.  





NG has added a pre-audit to GovTrip that will appear on the voucher (in edit mode only) when a per diem location has expired:




















		To correct this situation, use the following steps to REMOVE the Per 


		Diem Location then re-add…  
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Foreign Per Diem Changes, cont.

















Trip Planner Page


Existing Itinerary:








1.  Select the remove ‘trash can’ next to the per diem location





The per diem location no longer appears.


2.  Select the “Add Per Diem Locations” button
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Foreign Per Diem Changes, cont.


Trip Planner Page





Link appears to add a destination.


3.  Click to re-add per diem location.





Search links appear.


4)  Search for desired per diem location
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Foreign Per Diem Changes, cont.

















Trip Planner Page


New per diem line appears.


5.  Click the ‘Save Changes’ to finalize the update.
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Default Form for Constructed Vouchers


There is a known issue with GovTrip that the print copy of the default form containing a constructed voucher does not display the voucher totals accurately in all fields.   





Because the print copy is the only copy the traveler can view when using eVoucher to certify, it is important to know where he/she can find the correct information on the voucher.





Scenario 1 – All payments to the traveler by direct deposit





  Section #6 of the Default form displays the incorrect amount:








Click to edit Master text styles


Second level


Third level


Fourth level


Fifth level






































Page 26


Default Form for Constructed Vouchers, cont.


  To verify the voucher totals on the Constructed Voucher, the user should view the amount listed in the Accounting Details Section:





Shows voucher total, not the amount to be paid to the traveler
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Default Form for Constructed Vouchers, cont.


Scenario 2 – Split Reimbursement to the traveler 





  Section #6 of the Default form displays the wrong amount in the NET TO TRAVELER field:
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Default Form for Constructed Vouchers, cont.


  The Split Pay Disbursement section of the voucher displays the wrong PAY TO TRAVELER Amount:
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Default Form for Constructed Vouchers, cont.


  The Accounting Detail section denotes the voucher that will be reimbursed to the traveler and the total dollar amount of the voucher:
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Cancelling Documents 


Some reminders regarding cancelling documents in GovTrip…





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





Remember – when cancelling authorizations :





DO NOT remove all expenses and then stamp cancelled.  This causes 


        an error in the financial system








   DO amend an authorization and remove all expenses except on-line 


        booked airfare and fees.  Move the airfare to the Other Transportation 


	Screen then stamp the document ‘Approved’ when the trip is cancelled,


       after the tickets are cut, but before the trip starts.





 - Or -





  DO amend an authorization and stamp the document cancelled without 


       making any edits if the tickets have not been cut.
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Cancellations – On-Line Booking


When cancelling documents in GovTrip, there are three different situations and solutions:


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


Select the amend link to open the document.


Navigate to the Digital Signature page and stamp the authorization cancelled.





If the document has an on-line reservation and is cancelled after the tickets have been issued but before the trip start date:


Amend the authorization


Remove the reservation and add the cost of the ticket to the Other Transportation screen


Remove all other expenses except fees


Approve amendment


Voucher





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


Create a voucher


Remove all expenses except airfare and fees


Approve voucher
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Cancellations – Off-Line Booking


When cancelling documents in GovTrip, there are three different situations and solutions:





If the document is cancelled prior to the tickets being issued (prior to faxing):


a) Stamp the authorization cancelled.





If the document is cancelled after the tickets have been issued but before the trip start date:


Call Omega to cancel the reservations (begins refund process)


Create a voucher


Remove all other expenses except fees


Approve voucher





If the document is cancelled after the tickets have been issued and after the trip start date:


Create a voucher


Remove all other expenses except fees


Approve voucher
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General Q&A  


Q:  Does passport information need to be stored in GovTrip?


A:  No.  TSA does not require passport information to be transmitted in the PNR for a reservation nor is it possible for the information be stored there.  Passports can be used as an official form of identification at the airport.





Q:  Why am I receiving the following error?  Is this a funds checking error?
































A:  This is not a funds checking error.  This error occurs if trip dates (or receipt dates on a local voucher) predate the start date for the traveler.  If this error occurs, contact the Service Desk for assistance.
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Known Issues


Issue:  Double  TMC Fees


This past month, a number of AOs notified the Service Desk that an extra TMC Fee was being charged for each of their travel documents. This double obligation has been linked to the new GTA Reconciliation process OFM began using on April 30.


  


The double obligations occur when the program fails to find a TMC Fee cost ‘match’ in a line of accounting.  When a matched cost is not found, that cost is created.  Since the current program code is reading to the wrong line for the TMC Fee match, it creates another TMC Fee. The program error has been identified by NBS and will be corrected immediately after the financial system comes back on-line on October 15. 


  


Resolution:  The resolution will be two-fold:


The NBS will identify all the TMC Fee charges that have been created on the incorrect accounting line and de-obligate these charges.  This will re-instate the funds and remove the cost item from your reports.  


The GTA Reconciliation program will be fixed to code the TMC Fee match to the correct distribution line in the document accounting.  
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Q&A Session
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1,626.50

TOTAL ANOUNT CLATHED

1,613.00

PREV PAYHENTS =
GOV'T ADVANCE OUTSTANDING -
GOV'T ADVINCE APPLIED

NET TO TRAVELER (GOVT) — 1,613.00
GOV'T CHARGE CARD EXPENSES - 0.00
GOV'T CHARGE CARD ATH ADV — 0.00
ADD'L GOV'T CHARGE CARD PYHT 0.00
TOTAL GOV'T CHARGE CRRD ANT 0.00
PAY TO GOV'T CHARGE CARD-. 0.00

[FAY TO TRAVELER

1,613.00
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08/08/10 ACCOUNTING DETAIL |Doc No: AKATLANTAFULTO73010_VO1
GovTrip Travel System | KINGHERBERT, A #%7-%-3%173226

ACCOUNTING CLASS CODE ACTUAL CONSTRUCTED

COM. CARR.-P-RNB 213.40
LODGING-RNE 700.00 700.00
LODGING HISC-RNB 105.00 105.00
MSIE-RHE 308.00 308.00
MILEAGE-RNB 370.00 28.00
OTHER-RNB 130.00 210.00
TAV EXP -C-11180 13.50 13.50
THC FEE -P-219M 23.55

124827.8377542.2121. H 0.00 1,626.50 1,601.45

124827.8377542.1.2121.1779.31805. 1. 103 .07/30/2010. . PROJECTS

0.00 1,626.50 v 1,601.45

% CONPARATIVE COSTS LOVER THAN ACTUAL COSTS.
#% TRAVELER REINBURSENENT IS LINITED TO THE COMPARATIVE TRIP COSTS.
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Error Page

X GovTrip recetved exrors from the NIK Business System (NES) and coud not vaiidate the folowing Line(s) of Accounting. Please review the error(s) and return
t0the Accounting page totake correctve acton.

101618 82146 1 2121 20100617 3294 One or more elements are imabid. Unable to Check Funds.
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