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From: Lowery, Amber (NIH/NCI) [E]
To: NCI DCTD Travel Planners; 
Subject: FW: Routing issues in GovTrip--information from Oct 5 HPOC meeting
Date: Wednesday, October 13, 2010 4:24:52 PM


 
 


From: Carney, Deborah (NIH/NCI) [E]  
Sent: Wednesday, October 13, 2010 3:53 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 Managers; NCI ARC Deputy Managers; Wahlert, Shari (NIH/NCI) [E] 
Subject: Routing issues in GovTrip--information from Oct 5 HPOC meeting 
Importance: High
 
NCI HPOCs:  please disseminate this information to your planners and approvers regarding routing issues identified by 
the NBS team at the Oct 5 HPOC meeting:
 


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 for 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. 
 


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).  If you have 


two roles, you must stamp the document twice. 
■     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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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
 
 





