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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 travel voucher, and I'm not sure where to start.
	

	Help POC


	Okay, 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
	Yes.  I just logged in and am at the initial screen, which is blank.
	

	Help POC
	The first thing you will need to do is create a new document.  Let's click on Create a New Document link on the Document Toolbar on the left side of your screen.  This should bring up the New Document screen.  Next, in the Document Type field, click on the pull down menu and select Voucher from Authorization.  Are you following along? 
	A common mistake is that users select "Local Voucher" instead.

	Customer
	Yes, the Traveler Listing window just appeared.
	

	Help POC
	Good.  On the Travel Listing screen, click on the Search button under the Enter Search Criteria section.  When the list of travelers appear, select the Traveler whose document you are creating.  Do you see a list of documents related to the Traveler you selected?
	Walk users through their process step by step to determine exactly where the problem occurred.

	Customer
	Yes.  There are several authorizations listed on the right side of the screen.
	

	Help POC
	You will need to locate the Authorization you want to create the new voucher for.  This 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.
	

	Help POC
	Good.  Now click on the Open Document icon, next to the authorization.   The Document Name field will be populated with a number that is based on the original Authorization Number.   Click on the Create this Document button to create the new voucher.  Did you successfully create your document?
	

	Customer
	Yes, I'm now on the Itinerary Information screen.
	

	Help POC
	You will notice that your itinerary information defaulted from the Travel Order.  You will now have the opportunity to make any changes to the voucher based on the actual details of the trip.  Do you have any changes to the travel itinerary?  
	

	Customer
	No.  The dates and the locations are still the same.
	

	Help POC
	Good.  You can click on the Continue button to move on to the ticket screen.  Was there a ticket associated with the order?
	

	Customer
	Yes.  The original amount of the ticket was $645.00.  The actual cost of the ticket was $580.00.
	

	Help POC
	You will need to edit your ticket information to reflect this change.  Click on the Edit (pencil) icon to make this edit.  When the Ticket screen appears, change the Ticket Value to the new amount, enter the actual Ticket Number if you have it, make any other necessary changes and then click on the Save button.
	A common mistake is that users put the amount in the Cost field rather that the Ticket Value field.

	Customer
	Okay, I've updated and saved my ticket information.
	

	Help POC
	Now click on the Continue button to move to the Expenses screen.  Do you have any changes to the expenses listed here?
	

	Customer
	The traveler made some extra personal calls, the taxi fare was higher than expected, and there are several parking receipts that weren't on the authorization.
	

	Help POC
	You will need to add any new expenses to the list by selecting the expense type, entering any additional information, entering the appropriate Payment Method and clicking on the Save Current Expense button after each entry.  Any edits to existing records can be made using the Edit (pencil) icon.  
	

	Customer
	I'm done with the Expense screen.
	

	Help POC
	Next, click on the Continue button to move to the M&IE screen.  Note that the Lodging Cost did not default from the Authorization and is listed as "0" on the Voucher.  You will need to enter the actual Lodging Costs from your receipts for each night.  You can use the "Apply Through Date" function if the lodging cost is the same each night.  When you are done updating the Lodging Costs, click on the Save Expense Changes button.
	

	Customer
	Why doesn't this information default?
	

	Help POC
	Because the lodging is very rarely exactly the per diem, so the system forces you to go back and enter the actual amount.
	

	Customer
	Okay, I have added my Lodging Costs.
	

	Help POC
	Okay, you should be done with your updates to expenses on the Voucher.  You should now select the Totals option from the Document Toolbar on the left side of your screen to review the document totals.  If you need to enter any comments, you can click on the Comments option on the Document Toolbar.  You can enter your own comments or choose to Apply Preset Comments.  Also, if you want to preview your document you can click on the Preview Document option.  Do you have any additional questions before you stamp your voucher and route it on for approval?
	

	Customer
	No, I'm ready to go.
	

	HPOC
	Click on the Document Status link on the Document Toolbar.  Notice the Status to Apply is Prepared, which cannot be changed.  Click on the Stamp and Submit document button, and you will see the Pre-audit results.  Did anything fail the pre-audit?
	

	Customer
	No.  Everything passed.
	

	Help POC
	Good.  Click on Continue Stamping the Document, and then Accept the Signature Text.  Your voucher has been created, stamped and routed. If you have any additional questions about creating vouchers, you can refer to 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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