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	Speaker
	Dialogue
	Additional Instructions/Notes

	Help POC


	How can I help you?
	It is important for the Help POC to identify not only the problem, but also what caused the problem.  This is to prevent the user from duplicating the problem in the future.  

	Customer
	I'm having a problem charging my travel to two different CANs.
	

	Help POC


	Are you currently in the NBS Travel System?
	Try to identify exactly where the user is in the application, so you will be able to walk him or her through the problem step by step.

	Customer
	Yes, I got stuck trying to add my second CAN.
	

	Help POC
	Could you tell me which screen you are on?  You can tell by looking at the top of the document.
	

	Customer
	I am on the Accounting Code screen.
	

	Help POC
	Have you completed the previous screens - itinerary, ticket, expenses, M &IE?
	

	Customer
	Yes, I filled in all of that information.
	

	Help POC
	Good.  Have you already searched for the CANs you are trying to charge?
	Walk users through their process step by step to determine exactly where the problem occurred.

	Customer
	I pulled up one CAN, but now I need to select my reimbursable CAN for my sponsored travel. 
	

	Help POC
	Did you complete your expenditure information for your first CAN by adding the Task, Expenditure Type, Expenditure Date, and Expenditure Org?
	

	Customer
	Yes, I entered all of that information.
	

	Help POC
	Okay.  You can go right back to the Enter Search Criteria section and enter the other CAN you are looking for.  Make sure the Project Name option is selected, and then just enter the CAN in the search field and click on the Search button.
	

	Customer
	Do I have to change my organization again?
	

	Help POC
	If you haven't left the Accounting Code screen, you will not have to change your organization - it should still be set to "All".  If you went to another screen in the application, or logged out, then you would need to change your organization back to "All".
	If the user can't find the Project, they should just go through the organization change steps again.

	Customer
	Okay, I found my sponsored CAN.  So I guess I need to do my expenditure information for this one too?
	

	Help POC
	Yes.  Do you remember the steps?
	

	Customer
	I click on the pencil next to the CAN and then fill in all of the fields.
	

	Help POC
	Go ahead and do that, and then you are going to have one additional step when you are finished.
	

	Customer
	Okay, I'm done with my Expenditures.
	

	Help POC
	Good.  You will now see two "Allocate" links at the bottom right corner of the screen, one for each project.  Make sure you know which Project you are using for direct expenses and which is for reimbursable before continuing on.  Click on either link and you will see the Accounting Code Allocation Summary screen.  Notice that all of your expenses default to the first Project you selected, so you will need to decide how you want to allocate expenses - by percent, date, Expense Category, Expense, Amount.
	

	Customer
	The sponsor is only paying for the plane ticket, so I guess by category.
	

	Help POC
	Go ahead and click on either Expense Category link, and you will see all of the Expense Categories for your trip, along with a pull down menu displaying the Organization/Project/Task to which they are assigned.  You can select a different Project by clicking on the pull down menu and making the appropriate selection.  Make sure that the Common Carrier expense is charged to your reimbursable project and all other expenses are charged to your direct project.
	

	Customer
	Okay, I've changed the project for the Common Carrier expense.
	

	Help POC
	Good.  Now click on Save Allocation Charges.  Notice that your expenses are now assigned to the appropriate projects on the Accounting Code Allocation Summary screen.  Notice also that these numbers match the Direct and Reimbursable amounts at the bottom of the screen.  Go ahead and close the Allocation screen.  You are now finished allocating your expenses across projects, so unless you want to do anything else in this screen, you can go ahead and click Continue.
	

	Customer
	Okay.  I just got pop-up message saying that I selected multiple accounting codes.
	

	Help POC
	That's fine.  Simply click on OK to move to the next screen.  
	

	Customer
	Okay.  I think I can take it from here.  Is it okay if I call you back if I have more questions?
	

	Help POC
	Sure, feel free to call me back whenever you have a problem.  But remember, you can also go to the Travel Refresher website and get more information on how to work with the NBS Travel System.  There are job aids and slide shows that focus specifically on working with the accounting code screen and allocating expenses.  The web address is http://nbs.nih.gov/Travel_Refresh_Training.html
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