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This document identifies common questions or problems users experience with the NBS Travel System.  Travel Help Points of Contact may want to update this list of FAQs with questions they receive from their IC's users.

System Access

1. Question: What credentials do I use to log into the NIH Portal?
Answer: You will use your Windows user name, password and Domain, which are the same credentials you use to log into your workstation every day.

2. How do I get to the Travel System from the portal? How do I add the Community to my Portal Page?

Answer: To get to the Travel System from the portal, select the Communities tab and select NBRSS Travel Users. If you do not have the Travel User community, there is a Job Aid to walk you through this process - Accessing the NBS Travel System Sandbox via the NIH Portal. [Click on Edit Your Memberships, select the NBRSS folder, the Travel Users option, click Add to My Memberships and then Finish.]

3. I’m a new employee. How do I get added to the system?

Answer: Contact the Account Requestor for your IC. [The IC Specific Questionnaire has contact information for each IC.]

General System Functionality

4. Question: What is TMC?

Answer:  TMC stands for Travel Manager Center and also refers to Omega.

5. Question: How does the Traveler get the NBS Travel Request Form?

Answer: The Travel Request Form can be found on the Travel Community page on the portal. It is in the Travel Forms section.  You do not have to use this form if your IC wishes to use a similar form to request travel.

6. Question: What is the difference between GTA-Reimbursable and Sponsored-Reimbursable payment methods?

Answer: GTA Reimbursable means that the sponsor is paying NIH for the ticket and TMS fees. Sponsored Reimbursable on the Ticketed Transportation screen means that the sponsor is paying for a ticket that is not purchased through GTA.  Sponsored Reimbursable on all other screens is for expenses that the sponsor will be reimbursing to NIH.  There is a job aid on Payment Methods - Payment Methods – that walks through the different payment options. 
7. How do I get rid of the pop-up screen that talks about refreshing the page?

Answer: You can change your user preferences to turn off that function. There is a Job Aid - Setting User Preferences in the NBS Travel System – that will walk you through the process.
8. How long will the ADB be available after the NBS Travel System is in production? 

Answer: The ADB will be available until all of the Travel Documents that were entered into the ADB prior to the NBS Travel System deployment are completed. 

9. Will a Travel Planner be able to calculate the foreign currency conversion rate somewhere on the document, or should they use the Currency Conversion tool on the Portal page? 

Answer: The Travel Planner should use the Currency Converter tool on the Portal page, then enter reimbursement amounts on voucher in US Dollar equivalents. The currency converter available in the NBS Travel System did not meet NIH requirements, so that feature has been “turned off”. 

10. Omega needs a copy of the Travel Order before they issue tickets. Will the “preview document” form from the NBS Travel System serve this purpose? 

Answer: Our suggestion is to attach the Preview (pdf form) in an e-mail to Omega or other TMCs where documentation is mandatory for issuance of a ticket. 

11. How do I attach the Preview document to email? 

Answer: While the Preview document is open, click on the disk icon at the upper left to save the document. Then you can attach the saved Preview document to the email you are sending Omega. 

12. When should a travel document be canceled or deleted? 

Answer: If you cancel a travel document, the costs will be deobligated in the accounting system and a historical record will be maintained.  If you delete a travel document, the costs will not be deobligated and there will be no audit trail; therefore, you should only delete documents before they have been approved, and you should cancel a document after it has been approved (and therefore obligated).

Document Approval and Routing

13. Who should I include in the routing list?

Answer: The same people you would include today, depending upon the type of travel. The Other Authorizations you select determine the appropriate path for routing.  For help, refer to the Job Aid on Document Status, page 3.

14. Does the Traveler or the Planner get the document if it has been returned? 

Answer: Any returned document will always go back to the Travel Planner for correction.

15. Will an AO be able to change role mapping? For instance, in an IC, an Administrative Technician always reviews the Travel Order before the AO, can this be reflected in the role mapping for that office? 

Answer: Yes, the role mapping process will allow the new NBS Travel System to have reviewer levels before AO approval. The system will be deployed with these roles already defined, as long as they were identified in the initial role mapping process. If changes need to be made after deployment, the plan is for the IC Organizational Administrator role to adjust the routing of reviewers within their areas. 

16. Can a reviewer or approver stamp a status (REVIEWED or APPROVED) to multiple documents at one time? 

Answer: No. To ensure proper interface with Oracle Financials, a reviewer or approver will be allowed to stamp only one document at a time.

Accounting Code Screen

17. What if I want to assign two different expenditure types (Object Classes) to the same Project Name (CAN)?

Answer: While in the Available Projects screen, select the same Project Name twice and then edit each Project Name with the appropriate expenditure type. See Job Aid

18. On the Update Project Expenditure screen, why does the Expenditure Date field default to the first day of the trip vs. the current date? What exactly does the Expenditure Date field represent - is it the day of the obligation? 

Answer: It is the 1st trip day when the Traveler should begin incurring expenses. Ticket should be used that day, per diem used, etc. 

19. How will I know what value to select for the Expenditure Org?  

Answer:  Entry of the Expenditure Org has been streamlined, so you now only need to select one value, "HN", for all of your travel documents.  For more information on this streamlined process, see the Alert on the Travel Refresher training website - Streamlined Data Entry in Expenditure Organization Field
20. Question: Where do I put the CAN? Object Class (OC)? How will I know what information to enter?

Answer:  The CAN is now known as the Project Name and the Object Class is now known as Expenditure Type. You will know what values to use the same way you know today, most likely from your Administrative Officer or Budget Officer.

21. Question: When I clicked continue I got an error message – “You have selected multiple Accounting Code codes for this document. Click CANCEL to allocate expenses or click OK to continue. What do I do?

Answer: This message is a reminder – if you have already allocated you can click OK. If not, you should click cancel and allocate your expenses. 

Other Authorizations

22. How can you select Other Authorizations from a voucher if they were inadvertently not selected during the creation of the Travel Authorization (TA)? 

Answer: In some cases, Other Authorizations determine the routing path for approval, so it is import to select these for each document. At voucher time, do an amendment to the original TA; select the Other Authorizations needed; sign the document PREPARED on the Status screen; and re-route to the appropriate approvers. The voucher can then be entered as soon as the signed TA is complete.

23. I need to go back and edit this screen, but don’t see it listed on the left. 

Answer: To get back to this screen you will need to go to the Lodging/M&IE screen and then click continue.  

Selecting/Adding Travelers 

24. How do I plan travel for non-NIH affiliated travelers?

Answer: The first step is adding the non-NIH affiliated traveler as a traveler in the system.  Adding non-NIH affiliates is done by the Organization Administrator.  Once the non-NIH affiliated traveler is entered, you will be able to select him or her as a traveler.   Since these non-NIH affiliates are not part of the NIH email system, their travel documents will need to be printed and signed manually.  A job aid outlining this process is available - Approving Travel for NIH-Affiliated Travelers (Slide Show)
25. Will Travel Planners have access to just their staff's EIN's? 

Answer: Travel Planners will have access to the organizational area that was role-mapped by their respective IC. 

26. What if the NIH affiliated traveler I am looking for is not appearing on the list of travelers?

Answer:  First, make sure that the traveler is in the organization for which you have rights to enter travel.  Secondly, check with your administrative staff to ensure that this employee is entered into the NIH Enterprise Directory (NED), which is the source for Traveler information.  If the NIH affiliate is not in NED, your AO will need to add them.

Traveler Information

27. Does the Traveler have the ability to edit documents? 

Answer: No. Planners or AOs must be notified of any changes, because they have the ability to edit documents. 

28. How will travelers be trained? 

Answer: Travelers will receive a job aid with Travel document access, certification, and logout information. This information will be available closer to deployment; distribution methods are under review. 

29. How do Travelers log on to the system to review their documents?

Answer: Travelers do not log-on to the system. There is a job aid -Traveler Review and Certification of Travel Documents- that explains how the traveler interacts with the NBS Travel System.

30. In some cases, Travelers will need to have a copy of their Travel Authorization when they go to a hotel. Will it be the traveler’s responsibility to print a hard copy to take with them? 

Answer: Except for the Sponsored Travel situation, the Traveler will not view the Travel Authorization before a trip. As is the current practice, the Travel Planner will have to click on Preview document to print and distribute the Travel Authorization to the traveler.

Vouchers

31. Question: How do I create a Voucher?

Answer: If you are creating a voucher from a Travel Authorization, you will need to select "Voucher from Authorization" as your document type, which will allow you to populate your voucher from an existing authorization.  There is a Slide Show that details the specific steps for creating a Travel Voucher - Creating a Travel Voucher(Slide Show).
32. Question: What if a receipt comes in after the final voucher has been submitted?

Answer: You can no longer do an amendment at this stage and will need to create a new authorization for the receipt item.

Copy Feature

33. Can users copy Travel Authorizations (TAs) and change the name of the Traveler? There are occasions when multiple people are traveling to the same conference and will have identical TAs. 

Answer: Yes. The procedure for copying TAs can be found in the Student Guide - Chapter 3 - Pages 19-23.  There is also a slide show that walks you through this process - Copying a Travel Document (Slide Show). 
Ticketed Transportation Screen

34. How should a ticket be entered for a multi-leg trip? For example, there’s one ticket for an itinerary of DC to Chicago to San Francisco to DC. Omega normally only provides the cost of the entire ticket. 

Answer: If only a single IC Accounting code/Project/CAN is funding the ticket, entering it as one item on the Transportation screen is fine. However, the Travel Management Center service fee should be entered on the Expense screen as a separate item. Both will default to a GTA payment method. 

If the ticket is being funded by more than one source of funds (i.e. multiple sponsors or sponsor and NIH or two ICs), then it is better to ask Omega to breakdown the cost per leg and enter it on the Transportation screen. This way the accounting will also be allocated to match and different payment methods and can be applied to each leg, such as GTA Reimbursable on one leg and GTA on another. 

Sponsored Travel

35. If a Traveler changes his sponsored itinerary while on the trip, can the Travel Planner make the change to the Travel Authorization, and can the Traveler then access the NBS Travel System and certify the new itinerary? 

Answer: If significant changes are made to the sponsored costs, post-trip, it is best to do an Amendment to the original order, re-route for signatures, and then prepare the corresponding voucher. If it is a minor change not involving accounting data, excessive costs, etc., the voucher can be prepared and the HHS-348 document will adjust to the new figures for certification by Traveler. 

36. How do you allocate costs when a sponsor pays for a percentage of the lodging and the government pays for the remainder? 

Answer: The best way to split the cost between the sponsor and the government would be by dollar amount and choose the dollars and cents split that most closely equals the percents needed. Allocating expenses by percent is available in the Travel Manager program; however, all expenses must be done by percentage, not just lodging. Another situation might be that the sponsor is paying lodging on specific dates but not others. In this case, lodging and/or meals can be allocated separately to the IC or sponsor by individual day.

Lodging and M&IE

37. Can you enter any amount in the Lodging field or will it stop you from entering too much? 

Answer: If the lodging field cost is above 125%, it will cause an error and the Actual Expense must be used. Actual expenses allows cost up to, but not exceeding, 300%. 

38. When working on a voucher, why are lodging amounts reset to zero?

Answer: Since Lodging amounts are rarely the same as the per diem, the actual receipt amounts from the trip need to be entered on the voucher.

39. How do I change the payment method for lodging?
Answer: After selecting a record to edit you will be in the Update Lodging and M&IE Expenses screen. Click on the Options button in the Lodging section and select the correct Payment Method from the drop down menu.

40. How do I change the payment method for M&IE?
Answer: After selecting a record to edit you will be in the Update Lodging and M&IE Expenses screen. In the ‘For this Document you Can’ section, click on Override, then on the next screen, click on Options and select the correct Payment Method from the drop down menu.

Advances

41. In the ADB system, the 80% advance was automatically calculated. Can the NBS Travel System automatically calculate advances, or does the Travel Planner have to manually input an amount? 

Answer: The NBS Travel System will always automatically calculate the advance; however, to have it deposited into their bank account, the Travel Planner must do the Advance Request process as it is taught in class. Additionally, the Request can be for the same amount or lower, but cannot exceed the 80%. 
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