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From: Heckman, Dana (NIH/NCI) [E]
To: NCI DCTD-ARC; 
Subject: Travel HPOC Meeting for GovTrip Travel System Implementation
Date: Wednesday, December 16, 2009 7:06:49 AM
Attachments: HPOC_Meeting_12-16-09_final.pptx 


Attached are slides from a GovTrip HPOC meeting today, but since Nina and I (HPOCs for DCTD) 
cannot attend the meeting, I wanted you to see the info.  
We will discuss these at an ARC Staff Meeting and view the archived videocast, but you should 
know a few things:
 
1.  As Org Admin, I will still be entering Non-NIH Travelers into the Oracle system using the Non-
NIH forms that are currently sent to me.
It will be critical for the person who prepares the form to clearly identify the organization that is 
bringing the person, so that I can include the Org Code on the Non-NIH travelers profile.  If there is 
no Org Code, then GovTrip will reject the record.
 
2. For travelers who belong to another organization but we are paying for the travel, there is a way 
for the travel planner to go into the traveler profile while creating the order, and to select the DCTD 
ARC Routing instead of the person's normal routing list. I do not believe that this will change the 
person's permanent profile in GovTrip but will change it for that travel order only (I will try to confirm 
in the training today).
 
3. The first time a Travel Planner enters a record for a traveler, they will need to update the traveler 
permanent profile.  If you need to make a permanent change to a traveler's profile after that point, 
you must submit a request thru an HPOC (me or Nina) to the Help Desk to do so.
 
 
    Dana
 
-------------------------------------
 
When: Wednesday, December 16, 2009 1:00 PM-2:30 PM. Eastern Standard Time 
Where: Building 31, Room 6C10 OR Video Cast at http://videocast.nih.gov/ 
 
*~*~*~*~*~*~*~*~*~* 
 
You are invited to attend the Travel HPOC Meeting for the GovTrip Travel System 
implementation.  We will be discussing common GovTrip issues and resolutions, 
reviewing functionality through demonstrations and answering your questions 
regarding the system.  Topics include:


●     Online vs. Offline 
●     Document flow and statuses 



mailto:/O=NIH/OU=NIHEXCHANGE/CN=NCI/CN=HECKMAND

mailto:/O=NIH/OU=NIHEXCHANGE/cn=NCI/cn=ncidctdarc

http://videocast.nih.gov/
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GovTrip Wave Timeline
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Project Status Update


 Waves 1 and 2 have completed training and no longer have the ability to create new documents in Gelco.





 Wave 3 will complete training this week.  The ability to create new documents in Gelco will be disconnected on January 4, 2010.





 Wave 4 began training this week.





 As of December 10, the following numbers of documents have been approved in GovTrip:


1581 Authorizations


 890 Vouchers


 300 Local vouchers





 As of December 10, 1,258 users have been trained and given access to GovTrip.
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Roles and Responsibilities
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			Roles			Responsibilities


			Advocate			 Point of Contact for all NBS initiatives
 Appoints/Removes IC Organizational Administrators (OA) and Non-NIH Affiliated Traveler Users
 Submits requests for new IC roles and routing lists
 Distributes communications targeted for travelers


			HPOC			Point of Contact for travel-related issues and information for dissemination to IC
 Submits User Request Forms
 Submits updates to role members
 IC Point of Contact for information on roles and routing lists
 IC first Point of Contact for travel related questions


			Organizational Administrator			 Updates routing list and email address in Gelco travel profile
 Updates Gelco group membership
 Removes edit locks for Gelco documents
 OAs have no role in GovTrip


			Non-NIH Affiliated User			 Requests non-NIH Affiliates through Oracle
 Ability to run bi-weekly new user reports









































Page 6





Non-Affiliate Process


The non-NIH affiliate entry process will continue with the GovTrip Travel System.


What’s important?


An organization must be assigned to the profile when entering into Oracle,  if not, the record will reject in GovTrip





 What’s different?


 No longer use GTM Admin Module to add traveler to a group or assign to a routing list:


 GovTrip Automatically assigns the traveler to a group


 Planner assigns a routing list to the traveler’s profile during the document creation


What’s the same?


 Still enter non-affiliate requests through Oracle


 Still send ACH information to OFM Government Accounts Office


 To end-date non-affiliate record, contact the OFM Government Accounts Office
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Non-Affiliate Process, cont.





Logging into Oracle to enter a non-affiliate remains the same:
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Non-Affiliate Process, cont.





Fill out the first page:
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Non-Affiliate Process, cont.





From the second page,  complete the address tab:








If you submit an update, use this field to indicate to OFM what the update is.
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Non-Affiliate Process, cont.


After completing the Address, select the Assignment tab:








You MUST change the 


default Organization to 


an organization within 


your IC.  If an 


Organization is not


assigned, the profile 


will not load into 


GovTrip.
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Non-Affiliate Process, cont.


To change the organization, clink in the field, then click the LOV button (…) to pull up the search box: 
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Non-Affiliate Process, cont.





Search for the appropriate Organizational Code: 






































12








Page 13





Non-Affiliate Process, cont.





Save the page with the appropriate organizational code entered:
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Profile Validation





When creating a document for a traveler for the first time, the Profile Validation Screen must be completed.


Any field with a red 


asterisk must be 


filled out.


During the profile


validation is the only time the alternate email 


address can be 


completed by the planner.  Character limit for this field is 30 characters.


**Note** 


Travelers cannot fill out the profile


This is not the same as the Omega Profile
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Profile Validation, cont.








Even if the traveler 


does not have a 


Government Travel 


Card, GovTrip 


requires that 


the billing address 


be populated.





The mailing address 


can be used in


the billing address


fields.





To have the traveler’s


Residence show in the Depart From 


field in the document, 


the Mailing address can be populated in the Residence fields.
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Profile Validation, cont.








The routing list can


be changed in the


Profile screen under


The Additional 


Options tab inside


The document.


The GOVCC 


information


 in this field is a 


Standard default 


and is not 


an indication that


 the traveler has a 


government issued 


travel card.
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Profile Validation, cont.











When completing the traveler validation screen, several informational messages will appear.  These messages are informational and do not indicate an error...
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Online vs. Offline Reservations





Online 





The online booking utilizes the Air, Lodging, Rental Car and Rail selections under the mainTravel tab.





If reservations are made using the booking tool then:





 The authorization should not be faxed to Omega.


 Fees will be automatically populated in the document.


 VirtuallyThere is used to pull a copy of the itinerary.
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Online vs. Offline Reservations, cont.


Online


 When booking online, a ticketing (TAW) date is populated on the Digital Signature screen.


 When booking online, the document must be stamped ‘Signed’ by four days prior to the trip start date or the reservations and the document will be cancelled.


 If the document is created within the four day window, the document must be stamped ‘Signed’ prior to 11pm the same day.
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Online vs. Offline, cont.





Offline 


Offline reservations are made by calling Omega directly and speaking with a travel agent who assists with booking the reservations.  These reservations are recorded in the Other Transportation screen under the Travel tab.





If reservations are made by calling Omega, then:





 The authorization must be faxed to Omega


 Planner must add Omega fees to the expense screen


 ViewTrip can be used to  view the itinerary.
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Document History








Detailed Information on the document status can be found in the Document History on the Digital Signature Page.
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Document History, cont.


Sample document flow for a document using on-line booking
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Document Flow/Document Status








Status Definitions



































Note:  


A complete list of status stamps is available in the appendix of the class manual.
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Certifying Sponsored Documents 


Tips for your traveler when completing the Ethics Checklist:


1.  The Traveler must enter his or her name in the Traveler: field:


 











Click to edit Master text styles


Second level


Third level


Fourth level


Fifth level
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Certifying Sponsored Documents, cont. 


Tips for your traveler when completing the Ethics Checklist:


The Traveler must enter a justification in the text box for question #4.  The following justification can be used:


‘It is customary for non-conflicting sponsors to offer support for travel of mutual benefit to the sponsor and NIH.’


 











Click to edit Master text styles


Second level


Third level


Fourth level


Fifth level
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Certifying Sponsored Documents, cont. 


Tips for your traveler when completing the Ethics Checklist:


The Traveler must check the check-box to certify the information above is accurate and complete to the best of their knowledge and,


The Traveler must then press the certify button.  











Click to edit Master text styles


Second level


Third level


Fourth level


Fifth level
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Certifying Sponsored Documents, cont. 


Tips for your traveler when completing the Ethics Checklist:


Browser requirements:


PC Users:  Access eVoucher using Internet Explorer as the browser


MAC Users:  Access eVoucher using Safari as the browser





Note:  GovTrip is NOT compatible with Mozilla or Firefox browsers.  Using Mozilla or Firefox as the browser will lock the document, preventing the traveler from certifying the Ethics Checklist. 





For PC Users TLC 1.0 must be checked for the traveler to access the sponsored checklist.








Click to edit Master text styles


Second level


Third level


Fourth level


Fifth level
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Travel Policy


HHS-99 – Attendance at a Local Non-Government Meeting





Department prescribes the procedures for authorization attendance at 


    local non-government  meetings that do not involve TDY travel.


Form HHS-99 provided to record trip expenses including Registration Fee for individual attending.


Definition of Official Duty Station/Local Travel Area  


GSA makes a critical distinction between two concepts:


The corporate limits of the city or town where the employee’s permanent duty station is situated (i.e. corporate limits of that city/town constitutes the “official duty  station”.


When outside the official duty station but within the vicinity surrounding it, the rules differ.  This is referred to as the “local travel area”, which is defined by the agency, pursuant to authority granted in the FTR.  HHS defines the local travel area as a minimum driving distance of 50 miles, by the most direct route possible, from the employee’s office/permanent duty station and residence.





	


			





Click to edit Master text styles
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2. Constructed Voucher – 





FTR - §301-10.309 – What will I be reimbursed if I am authorized to use common carrier transportation and I use a POV instead? 





You will be reimbursed on a mileage basis (see §301-10.303), plus per diem, not to exceed the total constructive cost of the authorized method of common carrier transportation plus per diem. Your agency must determine the constructive cost of transportation and per diem by common carrier under the rules in §301-10.310. 





3. Receipt Policy Update –  Must keep hard copy documentation and receipts for the permanent record (6 years 3 months).





For GovTrip – attach documentation electronically.  This allows for:


Routing for approval without needing paper packages routed as well


Archiving receipts with documents in GovTrip


Back-up to hard copy receipts


Printing for auditors  
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Q&A


Q: Who is the Sys Admin in my routing list?


A:  GovTrip requires a single role with an approved status.  With conditional routing, we cannot have a single role with approved status so the sys admin role was created and added to all authorization routing lists.  All approver roles have a default status of Conditionally Approved that can be changed to Approved.





Q: What adjustments need to be made to per diem when crossing the International Date Line?


A:  All profiles have been set with the GMT time zone which removes the bulk per diem calculation.  The only adjustment necessary is to remove lodging on the first day of the trip when the traveler is in flight. 





Q:  When do I submit a user access request form for GovTrip?


A:  User access request forms for GovTrip should be submitted if the user has taken GovTrip training through the NIHTC.





Q:  When do the NG and TMC fees appear on the document?


A:  The TAV and RES fees appear when the document is in created status.  The TMC fee appears with the document is stamped CTO booked.








Click to edit Master text styles
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Other GovTrip Facts


If you change your per diem location and/or the itinerary dates after the document has been created, the document name does not change.





Planners can change routing lists in the document.  If the planner cannot find the approver, he/she can navigate to the profile screen, update the routing list and re-stamp the document without assistance from the Help Desk.





All traveler profiles populate with a No Advance status.  To change the status, submit a help desk ticket.  A spreadsheet can be submitted to the Help Desk for mass changes.  Please note that this is a manual process and it takes time to make the changes.





The print link on the travel document list page will only print the authorization or voucher.  To print any attached documents, open the document and navigate to the documents page to print.





The Comp-time for Travel other authorization is not available in GovTrip.  Instead, select the other authorization “Other” and type in Comp-Time for travel.








Click to edit Master text styles
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Questions
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●     Profile Validation 
●     Non-affiliate process 
●     Certification process for sponsored documents 
●     Other common issues 


Please join us for the Travel HPOC Meeting:
 
Date:  Wednesday, December 16, 2009
Time:  1:00 pm – 2:30 pm
Location:  Building 31, Room 6C10
Video Cast: Available at the following web site, http://videocast.nih.gov/
 
We look forward to seeing you at the HPOC Meeting!
 
NBS GovTrip Team



http://videocast.nih.gov/



