Pre Payment Audit 
Department of Health and Human Services
Basic Configuration

1. Pre-Payment Audit has been enabled in your Organization

2. Your voucher / local voucher routing list includes a level with Pre-Payment Audit.

Conditionally Routing Documents for Pre-Payment Audit

1. Prepayment Audit allows GovTrip to conditionally route vouchers and local vouchers based on three specific instances.

2. Selecting the Pre-Payment Audit checkbox in the traveler’s profile.  If the option in the travelers profile is selected, the system will automatically route all vouchers and local vouchers to the prepayment audit routing official.

[image: image1.png]First Name:

CLINTON
Middle Inital:

Last Name: * [PORTIS
Organization Name: * | GHHSFATRAINING ]

Email: | REDSKINS2@YAHOO.COM

User Specific Dat
Organization Access: * | GHHSZHD1 v

GHHS2HD1 | ~Organization Owner Name
HELP DESK v, ~Group Name

|‘ID

Group Access

Nor-editable Permission Level(s)

~
w
=
o

Editable Permission Level(s): *

Approval Override: * Yes
Nor-GoTrip Entry Agent (T-Entered): * @ Yes O No
UserID:  u268164

General Traveler Data

Ermployee Identification Number
Title / Rank

Mailing Address Line 1: * 500 ROCKVILLE

Mailing Address Line 2.

|

City: * |ROCKVILLE

State / Country:
Tip / Postal Code: * [20774

Routing List Narme: * REDSKINS 2 v
SelfTravel Approval: © O Yes @ No

Default 1 OA | ahel

J

Select for Pre-payment Audit 7. @) Yes O No

Alterate Notification Email(s) ~Comrma Separated

”{

Unian ID:




3. Selecting documents for routing that exceed a certain dollar amount.  If the Select for Pre-Payment Audit is not enabled in the traveler’s profile and the traveler’s organization is configured for Pre-Payment Audit, GovTrip will randomly select and route vouchers and local vouchers, where the net to traveler exceeds a pre-defined dollar amount.  The dollar amount is configurable by each OPDIV for vouchers and local vouchers and must be configured by Northrop Grumman.  The net to traveler will not include non reimbursable expenses.
4. Routing a percentage of documents that do not exceed the pre-defined dollar amount.  GovTrip will randomly route a percentage of vouchers and local vouchers where the net to traveler does not exceed the pre-defined dollar amount.  The dollar amount is configurable by each OPDIV for vouchers and local vouchers and must be configured by Northrop Grumman.
Routing Procedures

1. If a document is amended prior to being stamped by the Pre-Payment Audit routing official, the document will be stamped Pre-Payment Audit again.  A message will be displayed alerting the user.
2. If the document has been stamped by the Per-Payment Audit routing official and is amended, the document will bypass the Pre-Payment Audit routing official.

