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This document provides a list of the more common mistakes users make when using the the NBS Travel System.
	Problem
	Mistake
	Correction

	System Access

	User can't access the correct Portal website
	Typing the wrong web address  - most likely adding "www" to the address or forgetting the period between “my” and “nih”.
	The correct address for the Portal website is http://my.nih.gov

	User can't log into the Portal.
	May be using the wrong user name, password or domain, or there could be a problem with the user's portal login.
	Use the same login credentials as you use to login to your workstation.  If your login still isn't working, contact the NIH Help Desk at 6HELP.

	General 

	User is receiving an error message for a specific field when attempting to save.
	a) Typing a value directly in fields rather than using the corresponding Lookup icon or link. The entry may not reflect the exact format that the system requires. 

b) Attempting to save current expense in the expense screen without having selected an expense type
	a) Always use the Lookup icon or link, if available, to select from the list of allowed values in the database.  The NBS Travel System is looking for an exact match to the value in the database.

b) You cannot save a blank expense record.  Either select an expense to record or don't use the Save button.

	All of a sudden the user is in the Document Summary Screen.
	The user probably clicked ‘Done’ instead of ‘Continue’.
	To get back to the screen you were working on, select it from the Document Tool bar on the left of the screen. In the future select ‘Continue’ to move forward from screen to screen.

	User is locked out of their document.
	The user either exited Gelco without closing the document or hit one of the buttons for the Internet Explorer browser.
	You will need to remove your Edit Lock by clicking on the Setup menu, then clicking on the Admin menu and selecting Remove Edit Locks.  You will need to select the document for which you wish to remove the edit locks.  Refer to the Travel on-line help topic Remove Edit Locks for more information.

	User's payment types aren't accurate on their travel document 
	The user didn't change the payment type on each of the expense screens, or selected the wrong type.
	You must select the payment type on each screen - ticket, expense, Lodging/ M&IE.

	User typed in a lot of comments and then doesn't see them in the comments field. There are only the preset comments.
	The preset comments override any existing text in the comments box.
	Select Apply Preset Comments before entering your own comments.  If you enter your comments prior to selecting the preset comments, you will need to: a) copy your comments by highlighting the text and pressing the [Ctrl] and [C] keys on your keyboard,  

b) apply the preset comments and 

c) place your cursor at the end of the preset comments and then paste your original comments back into the field by pressing the [Ctrl] and [V] keys on your keyboard

	Creating New Documents

	User receives an error message when creating a Travel Authorization and selecting Auto Name.
	The user may not have selected the traveler, or already has a document name entered.
	Travel Planners must first select who the Traveler will be before using the Auto Name button when creating a Travel Authorization. The NBS Travel System must know whom the Travel Authorization is for before it can name the document.

	User can’t find travel information on the Voucher.
	The user probably did not select the correct Document Type from the drop down menu.
	To create a voucher from an existing Authorization, select Voucher from Authorization rather than the Local Voucher option.

	User can’t find authorization when trying to create a "Voucher from Authorization".
	When creating a Travel Voucher from Authorization, the user is selecting the Traveler EIN or Name Lookup icon and not seeing the corresponding list of Travel Authorizations from which to select.
	When creating a Travel Voucher from Authorization, Travel Planners should “clean click” (click in blank white space on the screen) after selecting Document Type to obtain a list of travelers and their corresponding travel documents.

	Ticketed Transportation Screen

	User can't find airport in the Airport Lookup window.
	The user is searching on the Airport Code, rather than the name of the city.
	Type in the first few letters of the destination city, and then click on the Search button.

	User's Ticket Value is showing up as zero, even though an amount was entered.
	The user entered the cost of the ticket in the Cost field at the bottom of the form, rather than the Ticket Value field at the top of the form.
	You must enter the cost of the ticket in the Ticket Value field.

	Expense Entry Screen

	The expenses that the user entered for each day are exactly the same on the travel voucher, even though they varied from day to day.
	The user used the "copy through" feature for the expense, and didn't make the actual adjustments on the voucher.
	The user must edit each expense to reflect the actual amounts for each day.

	Accounting Code Screen

	User had unsuccessful search while in the Available Projects screen.
	The user didn’t follow the steps for telling the system where to search OR did not select the right category for searching under (Project Number vs. Name)
	While on the Available Projects screen, select Change to a Different Organization, then Search, and then from the Organization Codes column select All. After those three steps you can perform the search – making sure to select the correct category (Project Name or Number) to search under. There is a Slide Show available: Completing the Accounting Code Screen.

	User receives an error message that an expenditure type or expenditure org has not been selected.


	The user did not fill in the expenditure on the Accounting Code screen.
	The user will need to return to the Accounting Code screen, click on the Select Project Expenditures (pencil) icon and then enter the expenditure details.

	Sponsor Screen

	User can’t find Sponsor.
	Didn’t use the wild card to search.
	The system is looking for a specific format. Rather than typing in the name, use the wild card function – asterisks before and after a key word – to search for contents of the name (e.g. *institute*)



	Other Authorizations

	User's Foreign Travel Approver is not appearing in routing list.
	The user did not select the appropriate Other Authorization.
	The user will need to return to the Document Summary screen, click on the Other Authorizations Details link, and select the appropriate Other Authorization.
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