GovTrip Reference
Pre-Audit Justification Boxes

Please put clear, concise information in the boxes.  This helps the approving official make a quick decision.  Don’t type a book, but put exactly what the approving official will need to know to click on the SIGNED button and send the document on quickly.

Missing Credit Card Numbers
We discovered that many of the travelers are missing their credit card numbers.  There was a faulty upload into the system if a number was wrong, the expiration date was wrong, etc.  We plan to run a report and try to get as many of them input as soon as we can.  However, when you start a travel document for someone and their credit card number is not listed in the My Account Information, call Kit and she will enter it at that time.  If the traveler has access to the program and enters their own BOA credit card number into their profile, Kit will still have to activate it, so please contact her if this occurs.
PNR Error Message:  Unknown #21
When the document is signed and sent to booking, this message could mean several things, but common errors could be that the seat you chose for that flight was taken by the time you sent the request, or the flight itself is full.  Don’t pick flights and then come back tomorrow or the next day to finish and sign the document, someone may have already taken the flights you picked.  You might have better success without a seat choice or just choosing another flight and trying again.  Remember the system is live, so anyone could be looking at the same flight and seat you are looking at.

Flights Showing Different Dollar Amounts

There is a fix ticket on this issue.  It is a visual error only.  What has happened to a few people is that the flights they chose for $500 are showing up in the authorization documentation as $750, but the itinerary and the total authorization matches the original chosen prices at $500.  This has something to do with commercial fees being listed, but our discount is given.  This should be corrected soon.  Limited Capacity Seating

Sometimes there are fares shown below the contract fares in yellow that have a note on them saying, “limited capacity” seating.   That means the discount rate is available without other special permissions, but there are limited seats (10 or less per plane) and the authorization must be “SIGNED” to reserve that special pricing.   This could be the last seat at that rate and you won’t know if it is available or not until it is signed and goes to CTO SUBMIT.  The booking agent will assign that special seat rate if it is still available and it will be held until ticketed.  If it is not available, you will get a PNR error and need to pick new flights.

Printing Options – Form Preferences

After you log in, you have the ability to choose printing preferences in the Traveler Set Up.  You can choose to print the itinerary, lines of accounting, document history, etc. with the authorization (good idea) or leave the box unchecked.  Once you set your preferences, all future documents will print that way.  Experiment with the document types, the default version without the lines is nice, but it doesn’t matter as long as you print the information you need.

Group Travel (Multiple)

When the document is first created and signed off, the document looks like only one authorization was created when three travelers were listed on the original input and dispersed expenses.  The document moves through the approval process BEFORE the multiple authorizations are created.  In the Additional Options screen, you can see the list of travelers.

Emergency Contacts

If an emergency would take place, the booking agent (TMC) would first call the traveler’s home phone number, and then the secretary’s number or the number that was listed in the emergency section, and then the office number.  It is a very good idea to put the traveler’s cell phone number in the home phone field in their profile.  

Purpose Codes

The purpose codes list has a fix ticket issued on it, and will probably function correctly in a few days.  Continue to choose the best option available.

Non-Gov Travel Approval

Please continue to send the email requesting approval for non-gov travelers.  When you get the faxed copy signed by the Director, scan/fax that into the authorization.  When the arranger signs off on the authorization, it routs to the booking agent (CTO SUBMIT), and then routes to Kit for approval and if the signed document is in the file, it is a quick release at this end.
Audits 

Audits will be conducted electronically and the traveler will probably never know it is taking place.  The only reason anyone would be contacted is if the auditor needs to see a paper that was not faxed/scanned to the document.  Make sure you scan/fax all necessary proof, including receipts for lodging, receipts for expenses over $75, and authorities for the pre-audit justifications.

RPES Accounting Codes

We still do not have authority to detach the authorization and have RPES put in their accounting code.  Plan to do a B-2 to have the accounting tech move the charges at voucher time.  When the detach function is working smoothly, we will let you know the full process.

Acting RLs Signature
The signature of an Acting RL is as good as the RLs signature, if you have a memo or statement in place saying who the acting RL is during that time frame.  Just keep it in file with the Bulletin Attachment 1 documents that give the Arranger authority to sign electronically for the traveler.

Early Ticketing

The process is similar.  A memo is created for any ticket purchase request prior to 15 days of departure and must be signed by the Director and forwarded by Kit to headquarters.  The request should be noted in the justification box, and the authorization “signed” to have it continue on the routing list.  Headquarters will receive your authorization in the routing chain and release the authorization when they match up the signed memo from Dr. Shafer. 
Non-Refundable (restricted) Ticketing

The form still must be signed by the traveler and the fund holder.  In GovTrip, a non-refundable fare is only held for 24 hours from the time the document is signed.  The authorization must be totally approved or the special pricing will be lost.  If this is associated with an EARLY TICKET,  the early ticket approval must also go through headquarters and the approval chain must be done in ONE day. The best way to see restricted fares is to choose departure from a city name and not residence, because it does a larger search.
Actual Subsistence Requests

They are being handled the same way.  If you have a signed email approval, scan/fax that to the authorization.   If you don’t have approval yet, in the justification box, place a statement, “Actual requested through MWA on xx/xx/xx.”  For now, scan that request to the document as well.  If Kit has everything in the document, she can quickly release the actual approval, sending it on its way down the routing list.
Post Approval Actual Subsistence

This is handed the same was as previously.  Request is made through MWA, and when the approval comes out on the memo from headquarters, you can pay the actual subsistence.  So the traveler is not waiting to be reimbursed, process the voucher with the per diem amount.  When the approval comes through for the actual subsistence, process the voucher for the difference.  You will be charged for two vouchers, but you can process them.

Annual Leave Dates

In the authorizations, all dates including annual leave dates on the front and back of the trip are to be included.  On the per diem listing page, take out the per diem for each day on annual leave.
Check Box for Conference Rate (125%)

Check the box if the per diem rate needed is 25% more than government per diem.  Treat these just like actual subsistence with the request through MWA.   This is just a data capture function.

Accounting from another Organization

To use someone else’s accounting they must be online with GovTrip.  Email Kit to detach the authorization after it has been approved.  Email the other organization to look for the detached authorization.  Once the other organization has applied their accounting to the form they are to detach it and email you/Kit to put it back in your organization.
