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This document provides a comprehensive list of support contacts, reference information and system roles and responsibilities.

NIH Help Desk General Operations Information 

The following table lists the general operational information for NIH Help Desk:

	Website Address
	http://support.nih.gov 

	

	Email Address
	helpdesk@nih.gov

	

	Phone # (general)
	301-496-HELP (496-4357)  

800 Number - 866-319-HELP (4357)

	

	Service Hours—Phone Support
	7:00 A.M. to 6:00 P.M.

	

	Response Times
	During initial phase of deployment, response time will be addressed on a best effort basis.  


NBS Reference Information


The following table lists the NBRSS resources that are available on-line.

	

	NIH Portal Website 
	http://my.nih.gov

	

	NIH Travel System Refresher Training Website 
	http://nbs.nih.gov/Travel_Refresh_Training.html

	

	NBS Project Website 
	http://nbs.nih.gov

	

	NBS Traveler Website 
	http://nbs.nih.gov/Traveler.html

	


NBS Travel System Roles and Responsibilities

The following table lists all of the NBS Travel System user roles and responsibilities.

	

	Travel Planners 
	Responsible for creating and routing travel documents for travelers.

	

	Travel Approvers 
	Responsible for approving travel documents.  ICs may have multiple approvers depending upon travel type.

	

	Travel Reviewers
	Responsible for reviewing travel documents for specific purposes, such as an Ethics Officer reviewing sponsored travel.

	

	Organization Administrators 
	Responsible for performing IC-specific Travel tasks, such as adding Non-NIH affiliated Travelers, maintaining Traveler Profiles, resetting locked documents, managing roles and routing lists.

	

	Help Points of Contact 
	Provide first level support to the IC's Travel Users and contact the NIH Help Desk on behalf of the users.
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