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1. Can you use another browser, such as Mozilla (reputed to be much improved over Netscape), without difficulty in previewing and printing travel documents or dropping payment method suffixes?

The Gelco Travel Manager system is known to work best with Internet Explorer and that is the recommended browser.  While we have no specific knowledge if Mozilla supports Travel Manager, the NBS did a test document on Mozilla and noticed only one deviation from Internet Explorer.  When processing a Voucher from an Authorization, Amendment, etc., the user had to click on the screen ‘white space’ for the name search to function.

2. How does OFM handle the Non NIH-Affiliate forms?

Karen Logue (OFM/Govt. Acctg.) indicated that the usual turnaround time is 

24-48 hours and requests are rejected after 5 business days if there is no ACH

information.  The NIH Government Accounting Office needs both the Non NIH-

Affiliate Form and the ACH information.  Please write the Non Affiliate Employee Identification Number (NN0) in the upper right hand corner of the ACH form. (This number is generated by the Oracle system when completing the Non NIH-Affiliate Form.) 
The Non NIH-Affiliate Form that is found under Travel Forms on the Travel Users Community Page on the NIH Portal, is to be completed electronically and emailed to the Govt. Acctg. Office.   The ACH information form can be found at the Govt. Acctg. Website http://www4od.nih.gov/ofm/gov_ac  In addition, the Office prefers the banking institution’s signature with the ACH information (which may become a requirement in the future), but will accept the employee’s signature at this time. Karen recommended that requests for Special Volunteers be marked on the top with “Special Volunteers NBS” because they require special manual processing.  

3. Since you can’t split a ticket with two different payment mechanisms prior to approval of the order and issuance of the ticket, ex. GTA and GTA reimbursable, which payment mechanism is the preferred one to be selected (either choice results in the 348 Form not being correct)?

You may select either payment mechanism though it is recommended that you choose the mechanism that reflects the greater cost.

4. We have a number of vouchers that were not marked as a final voucher so the authorization is still showing a status of Approved and not Closed.  Can we go in and do a final voucher for $0 and check mark the final voucher block so that it will close the order?  Or should we send the NIH Help Desk a list of orders that weren’t final vouchered but need to be closed?

Do NOT enter a voucher for $0 in the NBS Travel System.  nVision is preparing a report that will help the ICs identify all of the cases that are in this category.  You will be notified with instructions when the report is ready for review.   

5. Recently there have been complaints about the timely entry of sponsor information into the NBS.  Is there any way that we can be guaranteed a 24 or 48 hour turnaround?

Barry Koitz from the Travel Audit Office sent a response to this question to the NBS Management Center team prior to the meeting.  He indicated that the turnaround time for adding sponsors is 24-48 hours and after that you should send him an e-mail to make inquiry.  Please make sure your original sponsor submission form is attached when e-mailing him.  Barry also indicated that about eight percent of the sponsor forms submitted have errors that slow down the process for all.  Specifically, an organization name must be entirely spelled out as acronyms are not used.  Additionally, the contact of the sponsor organization is either the person who signed the proffered letter or another individual so designated within that letter.  

This would also be a perfect opportunity to remind Planners that when searching for a sponsor, use only uppercase letters and use the wildcard character (*) before and after the most unique word in the sponsor's name.

6. Can the number of characters in Block 2 of the HHS-348 be expanded because the name of the sponsor is often truncated when printed?
Gelco is not able to add spaces to that field on the printed copy because the form has limited character space.  However, the full address for a sponsor can be located in the Gelco system, on the Letter of Invitation, and in the OFM Oracle Sponsor Database for accounts receivable. 

7. What is the status of the travel planner receiving an email when the authorization has been approved?
The travel planner receiving this type of email is not a planned enhancement to the travel system.  However, there are two ways for the planner to access such information.  The first is to use the Travel Planner’s Report on the NIH Portal Travel Community Page, and the other is to Open Existing Documents to the respective traveler’s documents.  

8. An advance was requested on the travel authorization, but no advance was ever received by the traveler—how do I voucher out?

First, the Planner is advised to review “Traveler Trouble?  Things to Check” cited in the Planner/Approver’s Top Ten presentation on April 17, 2004 on the Travel Page of the NBS website.

· Is the document status APPROVED?

· Are there any associated documents that are not APPROVED?

· Is the traveler’s ACH info on file, complete, and accurate?

· Is the traveler’s info in NED complete and accurate (including address and SSN)?

How you voucher out depends on which of those examples are present in your situation and impacting the processing of the advance.  Most of the time, however, no advance is due to the lack of current ACH information or a valid SSN and address in NED.  The Planner should correct whatever seems to be the problem with the advance prior to attempting to voucher out.  In this case, the Planner might find out that the advance was held up due to the lack of ACH info.  Therefore, the Planner would provide the necessary ACH info to result in the processing of the advance and then allow the voucher to deduct the value of the advance and voucher out as usual.

9. When will we have Group Authorization authority?

Due to problems of vouchering in the government, it is unlikely that this capability will ever be turned on in Travel Manager.

10. Is there a place where the Planner can check on the ACH information?

There is no place in the system for the Planner to check this out because it is secure information.  The ADB will indicate if ACH information exists, but for details, the only recourse is to contact Ratna Bhadra in Karen Logue’s Govt. Acctg. Office on 301-435-3505.

11. How do you cancel part of the annual leave documented in a travel authorization?

When the Authorization has NOT yet been APPROVED:

· If the “From” and “To” Dates do not change, the planner can re-set the Per Diem screen and re-select the day or days of annual leave.  If the “From” and “To” Dates change, the planner should delete Location and then re-select Location -- the Per Diem screen adjusts calculation to the new dates.  Edits can then be done based on the new calculations. When 8 hours of annual leave is designated, per diem will display $0 for that day.  

When the Authorization has been APPROVED:

· Create an AMENDMENT to change the dates, delete and re-select the Location and proceed with steps above. 
12. How do you annotate the cost of in-kind meals in Puerto Rico?

Because there is no breakdown of the daily cost of meals at the Naval Base in Puerto Rico (the site of a large conference which is well attended by NIH staff), the Planner must calculate the intended reimbursement and use the pencil icon and OVERRIDE button to edit the meal amount manually.  

13. How do you handle sponsored travel for a non-FTE?

A regular Domestic Travel Authorization is created in the NBS System (not Sponsored Travel).  The Non-FTE Sponsored Travel Acceptance Letter and Non-FTE Sponsored Travel Checklist (on Travel Portal page) must be completed, off-line, and the hard copy is routed to the Executive Officer for his/her signature.  The travel document, however, should be: (1) “conditionally approved” by the AO; (2) routed in hard copy to the ethics officer; and (3) “final approved” in the system by the AO.
