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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 need to create a "could have" voucher, and I don't know how to get started.
	

	Help POC


	Okay, let's see how I can help you through this process.  Are you currently logged into 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
	No, I'm not logged in.  
	

	Help POC
	Why don't you go ahead and log in, and then we will walk through creating what the NBS refers to as a Constructed Trip, which is the same thing as a "could have" voucher.  You must have already created the Authorization and it have it approved.
	

	Customer
	Okay, I'm logged in and at the first screen in the system.
	

	Help POC
	The first thing you will need to do is create a new document.  We're going to create a regular voucher based on the authorization first, and then we will add the constructed trip to the document.  Have you created a regular voucher before?  
	

	Customer
	Yes. Let me just walk through the process.  I need to click on Create a New Document and then select Voucher from Authorization.  Then I just search for the traveler and select the appropriate authorization, right?
	

	Help POC
	That's correct.  Remember that your authorization must have a status of Approved in order to create the voucher.
	If the status of the document the user wants to voucher is not approved, the user will have to wait until the authorization is final approved.

	Customer
	Okay, I have located the authorization and it has a status of Approved.  Now I just need to go through all of the expense screens and update the information based on my receipts.  Will you wait a few minutes while I do this.
	

	Help POC
	That's fine.  Go ahead and enter your expenses as they actually occurred, and then we'll get to the constructed voucher process.
	

	Customer
	Okay, I've finished reviewing and updating my expenses.  What's next?
	

	Help POC
	Now you are going to select the Document Summary option from the Document Toolbar on the left side of your screen.  Notice at the top there is a blue underlined link called "Trip Number", with a value of 1.
	

	Customer
	I see that.
	

	Help POC
	Click on that Trip Number link, and you should see the Trips screen, which lists the original voucher.  Click on the Copy Trip icon right next to the value 1 in the Trip No field.   After you do this, you will see the Copy Trips screen with a Copy From Trip and a Copy To Trip field.  
	

	Customer
	Okay, I see both of those fields.
	

	Help POC
	Now you will click on the Save New Trip button, which will add a second trip to your list of trips.  Click on the 2 link to view information on the second trip.  Are you with me?
	

	Customer
	Yes, I see the Document Summary for Trip Number 2.
	

	Help POC
	The next step is very important.  You will now click on the Itinerary option on the Document Toolbar to view the itinerary for the second trip.  When you get to the Itinerary screen, you will need to change the Type to Constructed.  The Type field is located under the Trip Information section of the screen on the right side.  Make any other changes as necessary, and then click on the Save Itinerary button.  How are you doing?
	

	Customer
	I'm following along.  
	

	Help POC
	Click on the Continue button to move to the Ticketed Transportation screen, and then click on the Add Ticket button.  On this screen, you will need to enter the Ticket Value and select a Payment Method of Other. 
	

	Customer
	How will I know the Ticket Value?
	

	Help POC
	You can contact the Omega Travel Center to determine the value of a ticket for the trip.  Once you have entered all ticket information, click on the Save Current Ticket button, and then the Continue button.
	

	Customer
	Okay, I'm now on the Expense Entry screen.
	

	Help POC
	Good.  We're almost finished.  Now, you will need to delete the POV and associated expenses, such as tolls, parking, etc.  To do this, you will need to click on the Red "X" next to each expense you want to delete.
	

	Customer
	Do I need to add the TMC service fee?
	

	Help POC
	Yes, you will need to add that as an additional expense, as well as any other expense the traveler would have incurred, such as taxis.  Click on the Done Entering Expenses button when you are finished editing your expenses.  This will take you to the Document Summary Screen.  Are you there?
	

	Customer
	Give me just a second to finish my expenses.  Okay, I'm done and I'm back to the Document Summary.
	

	Help POC
	Good. Notice that the details for the less expensive trip will appear in the Totals Details.  Both the original and the constructed trip will appear in the document, so the traveler and the approver will be able to see the differences.  If you click on the Trip Number at the top of the page, you will be able to select the other trip for review.  You can now continue stamping and routing the document as you would a regular voucher.  Do you have any additional questions?  


	

	Customer
	No, I think I'm in good shape.
	

	Help POC
	If you have any additional questions about constructed trips, you can view travel tips and on-line help related to this process on the Travel Refresher Training website at http://nbs.nih.gov/Travel_Refresh_Training.html  Is there anything else I can help you with today?
	

	Customer
	I think I'm okay for now.  Thanks for your help.
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