HPOC/OA Meeting Questions and Answers --  January and March, 2004
March 3, 2004

1. Q:  Can the email to the Traveler include the date and location of the trip?
A:  This suggestion has become an NIH Help Desk ticket and is being worked by the Gelco technical staff.

2. Q:  What can you do with Travelers who use CITRIX accounts and cannot certify travel documents while overseas?
A:  An alternative to electronic certification is faxing, but OFM requires you to keep the original signature on the hard copy on file in the office for audits.

3. Q:  Can Approvers or Org Admins delete unapproved vouchers?
A:  Not at this time, the functionality has been changed in the system to preclude that; perhaps in the future when the system is more stable.  In the meantime, a request must be made by the HPOC to the NIH Help Desk.

4.  Q:  How do you number partial vouchers?
A:  The first is the Travel Authorization Number followed by ‘V1’ and the second is ‘TA#V2’, etc.  You do not need to number these, the numbers are generated systematically.

5.  Q:  What can a Planner do when their Org Admin is not available and it is

       an emergency?

A:  Planners can call the NIH Help Desk and indicate that it’s an emergency (explaining that their Org Admins are unavailable) and they will receive help immediately.

6. Q:  What happens to deleted vouchers, particularly when the traveler receives payment after the request to delete the voucher?

A:  The voucher goes through various stages in Oracle and it may have been deleted too late to stop payment.  Both travel and finance people have to get involved to stop payment and back it out.  Approvers should exercise special attention to Vouchers before approving them.

7. Q:  What type of travel is a trip from outside the U.S. to a destination in the U.S.?  Is it in writing anywhere?

A:  The destination(s)/per diem locations drive the trip type.  Therefore, any travel from outside the U.S. to a location within the U.S. is considered a Domestic trip type.  

8. Q:  How do you document a change to an approved authorization to add a request for an advance?
A:  Once an authorization is approved, you cannot add an advance to it (not even via an amendment).  You should copy the document and put the advance on the new document.  This creates a new authorization with a different number and a different obligation.  The HPOC will need to create an NIH Help Desk ticket to request the cancellation and de-obligation of the original authorization.

9. Q:  When you change the routing list for a traveler for the authorization, do you have to change it again for the voucher?
A:  No, once the planner changes the routing list for the authorization and gets to the Itinerary Screen, the routing is locked into place for both documents.

10. Q:  How do you search for a sponsor?
A:  Use the Data Warehouse/nVision Vendor Lookup.  The sponsor must be indicated as a ‘customer’ for them to appear in the NBS.  There is now a link on the Travel Community page to this lookup.

11. Q:  Is there a way to track how much is spent for each traveler for multiple trips (e.g. per fiscal quarter)?

A:  You can use the nVision Report by traveler name.

12. Q:  How do you handle a trip with no expense to the government?
A:  Do not final approve the authorization and definitely do not create a voucher.  Only conditionally approve the authorization for documentation purposes.

      13.  Q:   Could there be notification to the traveler as well as the planner when

             the voucher has been paid?

A:   The Travel Team is working with the technical staff about notifications.

14.  Q:  How do you change travelers who have ACH data but are being paid by check?
A:  Call OFM (435-3505) to verify what their ACH data is.

15. Q:  Is there still the three days rule to getting paid?
A:  OFM reports that it is a three to five day period.  Sometimes there is a hold up in the system such as missing ACH data.  You must call OFM to verify this information.

January 21, 2004
1. Q:  On a two day trip when lodging for the first night is not being reimbursed (ex.  Staying with relatives), how do you override the system to add the ¾ per diem for the next day?
A:  Select Multiple Days on the Itinerary screen and be sure to zero out the lodging amount for the first night on the Lodging/M&IE screen.
2. 

3. Q:  Is there any way to amend an already approved voucher?
A:  No.

4. Q:  If you can’t amend an approved voucher, what do you to if you realize there is an error on a voucher after it has been approved? (There was a situation where we indicated that Omega should be reimbursed for the ticket when actually the traveler should have been reimbursed because they purchased their own ticket.)

A:  Have your HPOC call the NIH Help Desk.

5. Q:  Should we be deleting employees using the GTM 8.1 software who have terminated or is this done automatically?

A:  Yes, terminated travelers should be deleted from your Group.

6. Q:  For vouchers that have not been stamped Approved, who can delete the voucher?
A:  The HPOC may make a request to have the voucher deleted, but the action will be taken by the NBS Management Center.

7. Q:  What does the Travel Authorization Number mean?  
A:  It is a sequential number assigned by the system for financial tracking purposes.

8. Q:  Will you be issuing procedures regarding the HHS-99 process?
A:   You will find these procedures and instructions in both the online help and the student guide which are available on the NBS website on the Travel Page.  There was also a demo on this topic at the Planners/Reviewers/ Approvers Top Ten Workshop on March 17, 2004.

