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This document provides a list of the Job Aids, Slide Shows, Workflows and other information available on the NBS Travel Refresher Training website.   
	Section
	Available Information

	Job Aids

Provide a quick reference to help Travel Planners, Travel Approvers, and Travelers complete their NBS Travel System tasks.
	Accessing the NBS Travel System via the NIH Portal
	Adding the My Travel Documents Gadget to Your NIH Portal “My Pages”

	
	Approval of Travel Documents
	Document Status

	
	Local Non-Government Trips
	NBS Travel System Contacts

	
	Payment Methods
	Routing Lists

	
	Selecting the Per Diem Location
	Sponsors-Selecting and Allocating

	
	Setting User Preferences in the NBS Travel System
	System Updates

	
	Traveler Review and Certification of Travel Documents
	

	

	NBS Travel Town Hall

The NBS Team presented information on the NBS Travel System, including demonstrations of planning and approving a  travel authorization, and traveler certification of travel documents.
	4 Important Things to Remember
	Accessing the NBS Travel System via the NIH Portal

	
	Approval of Travel Documents
	Domestic and Travel Voucher Workflow

	
	Domestic Travel Authorization Workflow
	Foreign Travel Authorization Workflow

	
	Local Government Travel Voucher Workflow
	Local Non-Government Travel Authorization Workflow

	
	Refresher Training Overview
	Sponsored Travel Authorization Workflow

	
	Sponsored Travel Voucher Workflow
	Support Resources and NBS “Cut-Over” Plan

	
	System Updates
	Travel Town Hall Presentation

	
	Traveler Review and Certification of Travel Documents
	

	
	Videocast of June 25, 2003 Town Hall: http://videocast.nih.gov/ram/travel062403.ram

	

	Slide Shows

Provide demonstrations of NBS Travel System functionality.  Also available as an Adobe Acrobat PDF file for printing.
	Allocating Expenses to Multiple Projects
	Approving Travel for NIH-Affiliated Travelers

	
	Approving Travel for Non NIH-Affiliated Travelers
	Completing the Accounting Code Screen

	
	Copying a Travel Document
	Creating a Travel Voucher

	
	My Travel Documents on NIH Portal
	Traveler Review and Certification of Travel Documents

	
	Verifying the Status of a Travel Document
	

	 
	
	

	Training Exercises*

Provide exercise scenarios based on trip type that a Travel planner or Approver might enter into the NBS Travel System Sandbox for additional practice.
	Domestic Travel Authorization
	Domestic Travel Voucher

	
	Sponsored Travel Authorization
	Sponsored Travel Voucher

	
	Constructed “Could Have” Domestic Travel Authorization
	Constructed “Could Have” Domestic Travel Voucher

	
	Foreign Travel Authorization
	Foreign Travel Voucher

	
	Local Non-Government Travel Authorization
	Local Non-Government Travel Voucher

	
	Local Government Voucher
	

	
	
	

	Tuesday’s Travel Tips

Focus on one type of travel and highlight relevant job aids, slide shows, workflows, and exercises to practice.
	System Functionality
	Domestic Travel Authorization 

	
	Domestic Travel Voucher
	Sponsored Travel Authorization – 2 Sponsors

	
	Sponsored Travel Voucher
	Constructed “Could Have” Domestic Travel Authorization (Driving trip, no air fare)

	
	Foreign Travel Authorization
	Foreign Travel Voucher

	
	Local Travel
	Traveler Information

	
	
	

	Workflow Diagrams

Show high-level steps for completing processes in the NBS Travel System.
	2nd Level Approver’s Guide to the Travel Process
	Adding NIH-Affiliated Travelers to the NBS

	
	Adding Non NIH-Affiliated Travelers to the NBS 
	Adding Patient Travelers to the NBS

	
	Domestic and Foreign Travel Voucher Workflow
	Domestic Travel Authorization Workflow

	
	Foreign Travel Authorization Workflow
	Local Government Travel Voucher Workflow

	
	Local Non-Government Travel Authorization Workflow
	Making Changes to a Document

	
	Obtaining Access to the NBS Travel System
	Removing Edit Locks

	
	Sponsored Travel Authorization Workflow
	Sponsored Travel Voucher Workflow

	
	Traveler’s Guide to the Traveler Process
	

	
	
	

	Traveler Information

Provides direct links to job aids and slide shows, and step-by-step detailed instruction related to the Traveler electronically certifying their travel documents.


	Test Your NIH Login
	Traveler Review and Certification of Travel Documents - Non-Sponsored Vouchers (slide show)

	
	Traveler Review and Certification of Travel Documents - Sponsored Authorizations (slide show)
	Traveler Review and Certification of Travel Documents - Sponsored Vouchers (slide show)








* These exercises are most effective when used in conjunction with the Tuesday's Travel Tips. 
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