NBS Travel System Change --  September 6, 2004

Issue #1 – Copying an Authorization with an Advance. 

In a ‘copy’ situation, the project number/accounting code for the Cash Advance on the original Authorization transfers to the second traveler’s document.  If the second traveler’s Project replaces the original, then the project attached to the Advance (on the Totals screen) does not match.

Solution: In order to ensure that travelers do not encounter any problems receiving their cash advances when project number (accounting code) changes are made to a travel authorization, the NBS travel system has been updated in the following manner:

If a user (planner, reviewer or approver) attempts to delete an existing project number on the Accounting Code screen of a travel authorization prior to approval, the system will display a warning message as seen below:  "Are you sure you want to delete this record? The system will automatically delete any Cash Advance associated with this project code."  If the reviewer clicks on "OK", the Advance Requested amount will be set to $0. 

The following screen shot displays the message warning of Cash Advance deletion on Original Accounting Code 100561
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If a Cash Advance is still desired, the user will need to re-request the advance for the appropriate project number. The system will allow the advance to be reassigned to this new project code.  

Issue # 2 – Amending an Authorization with an Advance

When an Advance has been assigned to a Project and the Authorization approved, any subsequent amendment to the authorization would NOT allow the user to: 

1) Request another advance or 

2) Change the project already assigned to the advance.

Solution: In order to change the Project, a request for a manual CAN change would be submitted to the HELP DESK.

The following screen shot displays Project 100561 without the delete (X) icon for this project.

[image: image2.png]Fle Edt View Favortes Took Help

ok - = - @ [) (3| @oearch (rravortes @rieda B | B B =

ddress [&] hitps:inbrssprod.cit.nih gov:8913jcgr-bin/uwstest.shiWService=gai stest/docprep/openmod w?vsess=chiacchk_NIH03/03/04494764757338fcmodule=dp =] @

Jisie

Gelco Travel Managerg 8.

Document Preparation

e . )
sert ey | Available Projects for TR81058-1
T o QuekTip
| s, e e e o e e e e T | R e e

E in-cash or in-ind expenses, select the check box next to he reimbursable projectiCAN.

I — Enter Search Criteria Back | _ Continue.

< Traveler & ProjectHumber € Project Hame € Project Description

« tinerary [ _Seach | Retiieve

Ticketed Trans:

Master Projects Codes a s Lobelto addta D
Prov1d Next 10

+Expenses
+ LodgingMalE

» Accounting Code
< Totals

+ Commerts

+ Document Status

- Perform Pre-Audts
- Preview Document.
« Export Document Projects Codes for TRB1058-1
+ Close Document

e —r— 1 2117 UneaTNoONESTC HN oanaons

7 setect Project Expenitures Koelete

oo [ |8 [ wemet
Astart ||| @) @ S @) || Dinvox... | @ar sys.| Sdviessa... | Bwc m..| I Eportat.. |[Elemme. QPO UM seem





Questions?

Contact your Travel HPOC, or the NIH Help Desk at 301-496-HELP, or email the help desk: helpdesk@mail.nih.gov
