Stamp via Email

For Health and Human Services

Functional Requirements for Stamp via Email 
General Description
Stamp Via email allows travelers and approving officials to review their document details in an email and easily stamp the document if those details are acceptable.  
Steps in the process

1. A document is created and or stamped in GovTrip.  
2. GovTrip sends an email to the traveler or approving official.  The complete details of the document (itinerary, reservation information, expenses, CAN) are in the body of the email, along with a hyperlink to the documents digital signature screen.  
3. After reviewing the document details, if the user finds the document acceptable, clicks on the link and is taken to a login screen.
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The document has already been stamped <stamp
name=> by another routing official.

Click OK to close this window.




4. The user logs in to GovTrip and is taken directly to the digital signature screen for the document.  The only option is to stamp the document with the awaiting stamp or cancel out of the screen.  No other parts of GovTrip are accessible.  
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5. Once the user stamps the document, the web browser is closed and the user receives a confirmation message.  The user clicks OK and the web browser is closed, logging the user out of GovTrip.
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6. If the user needs to take any action other than stamping the document with the awaiting stamp, the user must log in via GovTrip.com.
Stamping Failure Notifications
When the document cannot be stamped, GovTrip will return a message to the user notifying them of the problem.  Below is a list of possible messages.

1. If the user is not authorized to stamp the document, they will receive the following message.  You are unable to stamp the document.  Only the traveler and officials in the routing list may stamp the document.  
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2. The link available in the email is only valid for a specified period of time.  If the user does not act on the email within that time, the link will become invalid.  The user will receive the following message.  The link has expired.  You must select the link within X number of days after the email is sent.  Log in to GovTrip at http://www.govtrip.com to stamp the document.
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3. If the document is modified between the time the email is sent and the user access the document, the user will receive a message advising them of this.  The message will read “The document cannot be stamped because it has been changed after the email was sent.  Check for another email showing the details of the latest document.  
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4. If the document has a pre-audit without a justification, the user will receive a message.  The document must be accessed via GovTrip.com and the pre-audit must be justified.
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5. If the document has already been stamped, the user will receive a message.  The message will tell the user what status has been applied to the document.

[image: image8]






[image: image1.png]WARNING

This is a U.S. Federal Government information system th.
FOR GFFICIAL USE ONLY. Unauthorized access i3 & violation of

Felated to the eTravel Service are intended for Communication,
ion, processing, and storage of U-S. Government

on. These systems and equipment are subject to

monitoring by law enforcement and authorized officials.

FinG may result in the acquisition, recording, and analysis
data being communicated, transmitted, processed, or
Stored in this system by law enforcement and authorized
officials. Use of this system constitutes consent to such
Fonitoring.

User Name: ]
Password: ]

[Cogin] cilose |



[image: image9.png]Digital Signature

Click below to stamp and submit the trip Authorization for routing and approval.
By submitting, you are legally signing this document, To view the Authorization, you must log into GovTrip.
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You have successfully stamped the document
<stamp name>. <It has been routed for review
and approval.>

Click OK to close this window.
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You are not authorized to stamp the document. Only

the traveler and officials in the routing list may stamp
the document.

Click OK to close this window.
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The link has expired. You must select the link
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