NCI Administrative Information Advisory Group
Notes from January 2004 Meeting 
Travel Issues
1. Duplicate payments to travelers – Some travelers received duplicate travel voucher payments.  In these cases, employees must submit a check payable to “DHHS/NIH” to the cashier located in building 31, room B1B23 along with a copy of the travel voucher.

2. Delegating Gelco approval authority – When an approving official leaves before formally reassigning approval authority (in Gelco) to their replacement, it has been difficult to review travel authorizations remaining in the queue of the departing approving official.  To overcome this problem, several new reports listing the pending authorizations will be added to the next release of nVision.
3. NED Information - Travelers must have complete and accurate information in the NIH Enterprise Directory (NED) in order for travel documents to flow smoothly through finance.  Of utmost concern are the traveler’s name, SSN, and home address.  Missing or inaccurate data interrupts the processing of travel advances and vouchers.  The NBS Travel Team is working with the ICs in an effort to cleanup incomplete and inaccurate records.  Only then will the finance office be able to reimburse these travelers for their outstanding expenses.

Please impress upon your Administrative Officers (AOs) the criticality of the NED record to other administrative processes.  Never before has this information been so important or had such serious implications as it does now with the NBS Travel Manager system.  Should AOs have any difficulty in entering or correcting NED information, they should contact the CIT Help Desk at 6-HELP or helpdesk@mail.nih.gov <mailto:helpdesk@mail.nih.gov>
4. Bad CANS - There has been some confusion about who to contact to correct bad CANS on vouchered travel.   For now, staff should contact the NIH Help Desk to resolve problems.
5. Direct deposits of advances or voucher payments to fellows - ACH information (banking data) is driven from Social Security Numbers.  SSN is not a required field for fellows entered into NED.  However, GELCO travel system links to NED and cannot make payment unless the NED contains a SSN for the fellow.  When payment problems occur, two actions must be taken;

1) Enter the fellow’s SSNs and home addresses into NED.

2) Fax a copy of the Fellow's ACH form to NIH Government Accounting (301-402-4684).  Ask them to make sure that the ACH information is in their system so that travel advances/vouchers can be paid.  

This also applies to IPAs, contractors, etc. who don't have a SSN in NEDs.

6. Local Travel Obligations - The obligation indicator was not set in the accounting system for local travel transactions.  So, they were not being recorded as obligations in the DW. The DW team implemented a temporary fix on 12/15. NBS is working on a permanent resolution.
7. Reimbursable Travel Edit Discrepancy - Some GELCO travel authorizations are rejected during the Oracle Financial data validation process. For example, some sponsored travel cites a direct CAN. Gelco allows the authorization to be entered incorrectly using a direct CAN.  However, Oracle Financials rejects the transaction which will not be posted to the accounting system (and, likewise to the DW B&F) until action has been taken to correct the error. The number of rejections on the error file fluctuates daily and averages 5-10 on any given day. Part of the problem has been solved by NBS staff already, and they are working on resolving it fully. Other problems include among other things; not having an SSN or home address on the NED record that is passed to Oracle HR, no NED record, no ACH information.
8. Posting Accruals - In previous years NIH recognized expenses (accruals) at the time a travel order was entered.  This was not accurate as travel orders often were entered in ADB months before the travel occurred.  The amounts on the orders were often different than actual obligations.  This created problems when orders were subsequently cancelled.  The biggest problem was that the order was eventually backed out of the system upon the payment of the voucher and a new transaction (totally independent of the order) was posted reflecting the new obligation, accrual and disbursement. In short, the picture looked great with obligations and accruals equal but the information was inaccurate because we did not actually incur these expenses based on the travel order.   In the NBS, the order is an obligation document and no accruals are posted based on the order.  The voucher, which is supposed to be completed within 5 days of the travelers return, is used to record the actual expenses incur for the travel.  When all outstanding issues are resolved related to proper postings, then recording the expenses (accruals) based on the travel voucher will accurately reflect both the timing and amount of the expenses related to the trip.
9. Disbursements - In the NBS system, a decision has to be made as to when to record the disbursement.  It should be at the same time the payment is processed by Treasury.  Currently, staffs are not entering the transaction on the payment schedule that will create the disbursement entry in the system.  NBS is looking into modifying this business practice to create this accounting without human intervention.  If they do, then they could have the reverse situation of recording a disbursement before treasury actually makes a payment.  
The NBS system does not provide information about when a voucher is scheduled for payment.  However, you can obtain this information by running Report TR-25 (Detailed Travel Authorization and/or Voucher Report by IC) found under Travel Authorization and/or Voucher Reports in nVision.  On the report, you will see the label Treasury Schedule Number or Payment Due Date.  The label “Treasury Schedule Number” indicates the document was paid under the schedule number that follows.  If the label is "Payment Due Date" followed by a date, that date is the date the payment request is scheduled to be forwarded to Treasury.  If the label is "Payment Due Date" followed by blank space it means the document has not been certified for payment.  If you find a document, with an amount due to the traveler, that has an October or November Payment Due Date but has no Treasury Schedule Number, please check with the traveler to see if they received payment.  Then send Anne Rogerson the document number and indicate if the traveler has/has not been paid. 
Earlier in the fiscal year, those travel orders entered into GELCO before October 1, 2003 had not been forwarded for payment.  However, these should have been corrected and paid by now.  

Data Discrepancies (non-Travel)

As the NBS goes through its shakedown period, incorrect/incomplete data in the NBS is being corrected. Depending on the severity of the problem, replacement files are being sent to the DW which requires that all data for the fiscal year be reloaded.  Likewise, all systems (e.g. VSOF) that source from the DW must then reload their databases to pick up the NBS corrections.   This is a new process that is significantly different than we are used to.  We are used to incremental adjustments made to specific transactions rather than replacement of entire data sets.  In this scenario, you may see a change over the data that had been in the system with no accounting history reflecting the changes.
1. VSOF/DW Discrepancies – DW Budget and Finance downloads nightly while VSOF is only updated weekly within NCI. Therefore, when comparing figures from one system to the other, you must reconcile for the nightly feeds in DW that have taken place since the last weekly download of VSOF.  
VSOF has a function that allows you to import the transactions that have taken place since the last weekly download.   To do so, use the following process;

· Select “Transactions” from the main menu

· Select “Data Warehouse Access”

· Select “Recent Transactions”

· Run the query
2. CO Pay – Earlier this fiscal year there were problems with CO pay.  This arose because of the difference in the cutoff dates between pay plans (CO, GS, etc.).   CIT collects both civilian and CO payroll data together then updates the DW Personnel Cost area in one batch.  Commissioned Officers are paid retroactively and it takes about 10 days after the end of the month before the file is received by NIH from the department.  The data is then processed in the central accounting system then downloaded into the DW.  All timing issues should have been resolved at this point and all CO pay data should be up to date and accurate in the financial accounting systems.
3. Balance of Accounts Reports - There are inconsistencies between the legacy Balance of Accounts and the ACS Operating Budget Balance of Accounts.  The NBS and Data Warehouse teams continue to work on this problem.
