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1 Introduction

This document contains information regarding the trip authorization process for E2 Solutions users
utilizing both Federal Travel Regulations (FTR) and Joint Travel Regulations (JTR). Features and options
specific to JTR functionality will be indicated when possible. Additionally, many FTR and JTR features

and functionality may be subject to your agency’s configurations.
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2 Understanding Travel Authorizations

In E2 Solutions (E2), an authorization is a request to travel. There are several types of authorizations,
outlined in the following table. This user guide covers the creation of simple requests to travel (trip-by-trip
authorizations) and dependent travel.

Authorization Type Description

Trip-by-Trip A simple request to travel. This is a one-time request for a specific travel
itinerary. Also called "TDY travel."

Open (Blanket) An open authorization (often known as a "blanket authorization" or OA) is a

Authorization preapproved request to travel at a future date. It may be limited to specific time

periods, locations, or maximum costs. An open authorization can cover trips for
up to one fiscal year.

Trip Under an Open After an open authorization is approved, you can create requests to travel

Authorization under the OA. As long as the individual travel request conforms to all of the
properties and limitations of the open authorization, it automatically inherits the
approval status of the open authorization and does not require additional
approval steps.

Group Authorization A request for a group of travelers to go to a common destination or itinerary.
The group authorization allows each traveler to depart from (and return to) their
own home site.

Trip Under a Group After the group travel authorization is complete and approved, each traveler is

Authorization notified that they can create an authorization for travel under the GA. As long as
the individual authorization conforms to all of the properties and limitations of
the group authorization, it automatically inherits the approval status of the group
authorization and does not require additional approval steps.

Dependent Travel This is a request to travel for a dependent (e.g., spouse, child). Dependent
travel requests may be single requests, or may be requests to travel under an
open authorization. There are specific restrictions that apply to dependent
travel.

NOTE: Dependent travel is a controlled feature and may not be available to all
users.

CWTSatoTravel Proprietary & Confidential Page 5
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3 The Workflow Workspace

Each time you create an authorization, you enter a document workflow. Each page you encounter is a
step in the workflow and includes the following items:

e Left side navigation and links to optional features, functions, and secondary actions

e Header with general traveler and document information

e Main area, where you enter or select information

e Buttons and links, below the main area, allow you to complete a step

e Dynamic message area, which appears below the header and may include agency- or
workgroup-specific information, warnings, and errors

e Helpicon (&) links to online help for the page or window

3.1 Left Side Navigation

The left side of the page provides links to navigate the main workflow process and to perform other
related functions. Left side navigation includes:

o Workflow steps — Each step is a link and can be used to go to that place in the workflow, when
necessary.

o Workflows are dynamic — some actions that you take may add additional steps to the
workflow. For example, if you add an advance request to your travel authorization, two
steps are added to the authorization workflow (i.e., Step 6: Advance and Step 7: Advance
Accounting).

o You must complete the first workflow step (i.e., Step 1: Basic Information) before the
other workflow steps are enabled.

e Other Actions — Links to functions that are not part of the basic workflow. These links only
appear if the function is available to you, based on the state of the document and related travel
policies. If no actions are available, Other Actions links do not appear on the page.

e Extras — Links to additional actions. These links may take you out of the document workflow.
Common Extras links include leaving the workflow to view a document list or deleting the current
document.

3.2 Document Header Information

The header section is just below the page banner and appears on every workflow page.

Step 5: Accounting «

Traveler Name: RIS LINCOLN Trip ID: 287723 Authorization Status: Reservations Booked

Figure 1: Authorization header

For authorizations, the header always includes:

e The name of the traveler
e TriplID
e Status information

CWTSatoTravel Proprietary & Confidential Page 6
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3.3 Main Area

The main area of each page allows you to enter or select the information needed to complete the
workflow step.

e The primary buttons appear in bold and is always on the left side.

e Secondary buttons appear to the right of the primary button. A typical secondary button allows
you to save the values you have entered on the page without moving to the next step in the
process.

e The link just below the main area returns you to the previous workflow step.

Step 5: Accounting o

Traveler Name: RIS UNCOLN Trip 1D 287723 Authorization Stasue  Reeriations Booked

(Ac(ounllng N

Descripion Accourt Code Outgated Balanc

Major J0TMZO0T 8 2008 FROOOOO0 IR 23010 0 060 170 M 5000 # 2963 7S 8500 % 5838800 Agg elee

Tocat $332576 100 00%

Remaing amouns 1o be

aliocaredt

Total clasm smount

Select Account Codes P

Split Funding ¢

Save and Next Step Save Sackto Soan & Pypances
e

Figure 2: Authorization Accounting — Main Area

3.4 Buttons and Links

Buttons and links display at the bottom of the main area. (You may need to scroll to the bottom of the
page or window for these buttons to display.)

e When you have completed entering or selecting information, click the primary button (always
shown in bold and located on the left side) to continue to the next step in the workflow. Save and
Next Step is a common primary button.

e Secondary buttons display to the right of the primary button. In general, a secondary button will
allow you to save your input without moving to the next step in the process. Save is a common
secondary button.

e Links that display next to the buttons at the bottom of the page allow you to return to the previous
step in the process. For example, on the Accounting page (shown in the previous figure), the
Back to Step 4: Expenses link returns you to the Expenses page in the authorization workflow.

TIP: If you have entered information on a page, be sure to save that information before you return
to a previous step in the process.

CWTSatoTravel Proprietary & Confidential Page 7
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3.5 Dashboards

In E2, authorizations, vouchers, and travel advances are individual documents. In combination with other
items, such as reservations, these documents represent your travel plans, actual travel activity, and
expenses. This combination of document is known as your trip. The dashboard concept in E2 provides a
way for you to access the individual documents and take actions that may impact multiple documents.

When you create an authorization, you are taken directly into the authorization workflow. After you have
completed the first step in the process, the authorization is assigned a trip ID and a Trip Dashboard
displays. The trip ID is a unique identifier that is used to track all of the individual documents that combine
to represent the trip, while the Trip Dashboard tab provides a single access point for all of those
documents.

NOTE: Depending on the status of the document you are accessing, you may be taken directly to the
document workflow (i.e., Authorization tab) or to the dashboard (i.e., Trip Dashboard tab).

(Trip Dashbnard) Authorization

Figure 3: Trip Dashboard and Authorization tabs

CWTSatoTravel Proprietary & Confidential Page 8
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Figure 4: Trip Dashboard
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4  Creating Travel for Another User

The Travel for Others feature allows those users with arranger access, or who have been selected as an
arranger by a traveler, to make trip arrangements or take other actions for another user.

e Travelers can select other users to perform travel arranger functions on their behalf in their E2
user profiles. These users are referred to as designated travel arrangers. As a designated travel
arranger, you can arrange travel for the person who selected you as an arranger. (You can be a
designated travel arranger for one person or multiple people.)

e Your office, workgroup, or agency may permit select users to arrange travel for travelers within
their group, without being designated as an arranger in each traveler’'s E2 user profile. A user
with this permission has the role of arranger.

NOTE: An error message (You are not an arranger for any traveler) displays as you access the Travel for
Others page if you do not have arranger access and you are not listed as an arranger for any travelers.
This message is informational only and no further action may be taken on the page. If you believe you
should be able to access the Travel for Others page, contact your system administrator for assistance.

Travel for Others 9

Search Options

Hierarchy Filters v

B Advanced Filtering ~

D Only show travelers for whom you are a designated travel arranger.

Apply Filter

12 Name 12 Email Results: 1-100f 1039  Page Size: 10 Pagelof104 » »
AARDMAN, BARRY A abatchelor@cwtsatotravel.com &
USAID - Major 1- WAS | USAID - Minor 1 - WAS BAMDBITRVS  Arrange
ABDUL, CHRISTINE S e2null@cwtsatotravel.com 2
ALTO - ISAIN OVERSEAS FEYRT Maior 4 - Brod Confioe |AUTO - ISAIN OVEESEAS FGYPT Minord - Brod Copfios DAUAIDCARPES

Figure 5: Travel for Others page

CWTSatoTravel Proprietary & Confidential Page 10
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4.1 Search for a Traveler

41.1

4.1.2

When you access the Travel for Others page, the search results are automatically populated, based on
your arranger access.

If you have arranger access privileges, the search results list all users for whom you can arrange
travel based on those privileges.

If you have no arranger access privileges, the search results list all users for whom you are a
designated travel arranger.

Search Results

A card displays in the search results for every user for whom you can arrange travel.

ACORD, YOLANDAT e2null@carlsonwagonlit.com 2
USAID - Major 1- WAS | USAID - Minor 1 - WAS QAAIDY1APRL  Arrange

Figure 6: Travel for Others — Traveler Card

Each card includes the following information:

e Traveler's name (formatted Last Name, First Name Middle Initial)
¢ Email address

e Major customer | Minor customer

e FE2userID

e Arrange icon

Advanced Filtering

Use the fields in the Advanced Filtering section to define the travelers displayed in the search
results. Establish your search criteria by entering values in the available fields in the Advanced
Filtering panel, and then click the Apply Filter button.

Field

Last Name Enter the last name of the traveler for whom you wish to arrange travel.

First Name Enter the first name of the traveler for whom you wish to arrange travel.

Email Enter the email address of the traveler for whom you wish to arrange travel.

E2 User ID Enter the E2 user ID of the traveler for whom you wish to arrange travel.

Employee ID Enter the employee ID of the traveler for whom you wish to arrange travel.

Document ID Enter a document ID (i.e., advance, group authorization, local travel claim, open
authorization, or trip ID) to display only those travelers associated with that document
in the search results.

Document Number Enter a document number to display only those travelers associated with that

document in the search results.

Only show travelers Select this check box to filter the search results to display only those travelers for
for whom you are a whom you are a designated travel arranger.

designated travel

arranger.

NOTE: This check box only displays for those users who have arranger access
privileges. If you have no arranger access privileges, the check box does not display

CWTSatoTravel
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Field Description

and the search results, by default, only display those travelers for whom you are a
designated travel arranger.

4.1.3 Hierarchy Filters

For those users who have arranger access privileges, you can use the Hierarchy Filters section to
further define the travelers displayed in the search results, based on hierarchy. Click the down
arrow () to expand the panel, and then select options from the available fields.

TIP: The availability and content of the hierarchy field filters are based on your arranger access

level.
Field Description
Agency This field defaults to the name of your agency and cannot be changed.
Organization Select the organization associated with the traveler for whom you are searching from

the drop-down list.

Major Customer Select the major customer associated with the traveler for whom you are searching
from the drop-down list.

Minor Customer Select the minor customer associated with the traveler for whom you are searching
from the drop-down list.

B
N

Arranger Session

Click the Arrange icon for a traveler listed in the search results on the Travel for Others page to start
arranging travel for that user. You can tell that you are in an arranger session by the task bar, which is
limited to the following selections:

e Traveler's Trips — Click this option to view the traveler's My E2 tabs (i.e., At a Glance, Trips,
Local Travel, Open Authorization, and Group Authorization). When you begin an arranger
session, the traveler's At a Glance tab displays by default.

e Traveler's Profile — Click this option to open the traveler's profile.

o Traveler's Dependents — If the Dependent Travel feature is enabled, click this option to open the
Manage Dependents page and manage the traveler's dependents.

The label on the User Options menu identifies you as well as the traveler for whom you are arranging
travel (i.e., Traveler's Name // Your Name). As an arranger, you can take most of the same actions for the
traveler as you can take for yourself. You cannot, however, change the traveler's default landing page.

To exit the arranger session, click the User Options menu, and then select Stop arranging for from the
drop-down list. You are returned to your E2 session, as the Travel for Others page, and your normal task
bar functions are again available.

CWTSatoTravel Proprietary & Confidential Page 12
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533“1'»”»7“( TRAVELER'S TRIPS  TRAVELER'S PROFILE ) ( IAN LANCASTER // IRIS UNCOLN vV )

At o Glance Tripe Local Travel Open Authedization

Group tization

Your astiogin was There rave been Lnsuccessiul amempes Snce pour last 2gn

Q Start a Travel Document

Bulletins
% L. 16-3an-2018; 535 - Gov't Shutdown Travs Poicy
What would you like to do todey?  Maka Reservations v Go Raqurements

Pending Approvals
To Do List

Complete T:

) _ € 1o pending soprovais tound,
ranval Autharngzation 288526 for TW Conference to Tuscalogsa, AL United States
oeparting 07-May-2018

[iagte To ol Aus La0 Sy FH3INALT O ipeepely ang inje o Dasniy Llrrgd Srgrgs Apngiveg G

E2 At a Glance — Arranger Session

Figure 7: My

IAM LANCASTER // IRIS LINCOLN v

Stop arranging for AN LANCASTER

Message Center

Online Help

Logout
3! 8

Figure 8: Arranger Session — User Options menu
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5 Getting Started

There are multiple ways to start an authorization in E2. From your My E2 page:

e Select Create an Authorization from the Start a Travel Document list.

e Select Make Reservations from the Start a Travel Document list. When you return from the
online booking tool (OBT), you are prompted to either start an authorization or hold the
reservation for future use.

e Select the Trips tab, and then click Start a New Authorization.

You can also access authorizations that were previously started but not completed:

e Select the My E2 Trips tab, locate the trip on the list, and then click the Show link.
e Fromthe My E2 At a Glance tab, click the link for the trip in the To Do List. Depending on the
number of documents requiring your attention, however, this link may not always be available.

5.1 Authorizations Exist

If you have open (OAs) or group authorizations (GAs) available, you are reminded of these documents
when you start a new authorization. The Authorizations Exist window automatically displays and lists
every available document under which trips may be created.

Authorizations Exist

OA/GA # Purpose Destinations Start Date End Date Show
Salem Site Boston, MA United 11-Oct- 15-0Oct- L
CATSOIES e States 2021 2021 S
-, Apopka Site Orlando, FL United 22-5ep- 24-Sep-
GATBOTET it States 2021 2021 S
01-5ep- 31-Dec-
OA329235 EOY Travel COMUS and OCONUS P Show

2021 2021

OA or GA selection: [ Do not use an available authornzation V]

Create Tnp Exit Window

Figure 9: Authorizations Exist window

If the window displays, complete the following steps:

1. Select an option from the OA or GA selection drop-down list.
e Select Do not use an available authorization to create a single-trip/TDY authorization.
e Select an OA or GA to create an authorization under the corresponding document.

2. Click the Create Trip button to continue to the authorization’s Basic Information page.

CWTSatoTravel Proprietary & Confidential Page 14
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6 Com

pleting the Basic Information Step

The Basic Information step in the authorization workflow is the starting point for all new authorizations. To
begin an authorization, you must complete and save this basic information before continuing. If you
navigate away from the Basic Information page before you save your input, that information will be lost.

Proceed through the following steps to complete the Basic Information step in the authorization workflow.

1. Enter the required information on the Basic Information page.
Step 1: Basic Information @
Traveler Name: IRIS LINCOLN Trip ID: New Authorization Status: Mew
Basic Information
Type of Travel:® | Select Type of Travel... b |
Specific Travel Purpose:® | |
Document Mumber: (System Assigned)
*Required
Save and Next Step Save
Figure 10: Authorization — Basic Information page
a. Select the type of trip you are creating from the Type of Travel drop-down list. Available
selections are controlled by your agency's travel policy.
NOTE: Special rules apply if you select Dependent Travel from the list. Refer to Creating
Dependent Travel for additional information.
b. Enter the purpose of your trip in the Specific Travel Purpose field.
c. If enabled, enter the authorization's document number in the Document Number field.
This field is used by the financial system during authorization processing and payment.
TIP: Float your cursor over the field to display format information in the hover text.

o If the field displays (System Assigned) and is disabled, E2 automatically assigns
a document number. The number is assigned when the authorization is
submitted for approval.

e Adding a manual document number is an optional feature that may not be
available to you. Even if this field is enabled, you may not need to add the
information. Consult your workgroup's travel policies for appropriate actions.

2. Click Save and Next Step to move to the next step in the authorization process.
CWTSatoTravel Proprietary & Confidential Page 15
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7  Completing the Reservation Step

Use the Reservation page to:

¢ Review

reservations associated with the authorization

o Make online flight, rail, rental car, and hotel reservations

e Associate reservations with the authorization

e Retrieve reservations made for you by the travel management center (TMC)
e Retrieve updated reservation details

NOTE: Some agencies require you to make reservations before you can submit the authorization for

approval.

Proceed through the following steps to complete the Reservation step in the authorization workflow.

1. Review

the reservation information.

Click Make New Reservation to make an online reservation now. After you make your
bookings, you return to a refreshed Reservation page displaying those reservation
details.

TIP: Refer to UG22 — Making Reservations for more information on making reservations
in the online booking tool.

Click Manage Trip Reservations to locate a held reservation or retrieve a reservation
made for you by the TMC and associate it with this trip. You can also move a reservation
from the trip to your Held Reservations list, or cancel a reservation.

Click Change Existing Reservation to change a reservation you made online via E2.

TIP: You cannot make online changes to rail reservations (even if the original reservation
was made online) or reservations made for you by your travel management center
(TMC). Contact your TMC via the Travel Agent Assistance link (in Other Actions) to
make these changes.

Click Refresh Reservation Details to update the reservation details. Use this link if
changes have been made to this reservation.

TIP: The Last Update column indicates the last time you made a change to the
reservation via the Change Reservation or Refresh Reservation Details link.

2. Click Next Step to continue.

7.1 Reservatio

The information

n Data

that is initially available to you on the Reservation page differs, based on whether you

have already associated reservations with your new authorization.

e If you made reservations using the Make Reservations option in the Start a Travel Document list
or on the Trips tab, and chose to create an authorization after completing the purchase, the
Reservation page shows the reservation details, including confirmation numbers and the last day

to ticket

for air travel.

CWTSatoTravel
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Step 2 : Reservation @

Traveler Name: IRIS LINCOLN Trip ID: 287723

Your last date to ticket this reservation is 21-Jun-2018.

Confirmation Number: EFZRGM

Air W~

Fare
Departure Date From To

Type
Sunday, June 24, 1AD/Dulles LHR/Heathrow oG
2018 06:20pm International (IAD)  (LHR)
Saturday, June 30, LHR/Heathrow 1AD/Dulles e
2018 07:30am {LHR) International (lAD)

Authorization Status:

Reservations Booked

Cahin Flight

Class # Vendor

ECOnOMY g91g  nited
Airlines

ECONOMY 123  United
Airlines

Vendor Change Existing
Last Update Confirmation Reservation
Thursday, -

- = Lhange txisting
January 25, NSCOYW ghanale o
2018 eservation
Thursday, -

g ting
January 25, NSCOYW ghanale £
2018 eservation

Car &

Pick-up Pick-up Location Drop-off

Monday, June 25, 2018

07:00zam {LHR) 07:00am

Hotel [2=

Checkin Date Checkout Date

Monday, June 25, 2018 02:00pm  Saturday, June 30, 2018 11:00am

Ticket Data

0 Mo ticket data available.

Make New Reservation

Manage Trip Reservations

Refresh Reservation Details

Back to Step 1: Basic Information

LHR London Heathrow  Saturday, June 30, 2018

Fare Type: | YCA: Govt contract fare | -CA: Govt contract fare limited availability | -CB: Govt contract fare business class
-DG: Govt non-contract fare limited availability | REF: Refundable fare | NRF: Non-refundable fare

Drop-off Location

{LHR)

Address

Holiday Inn Exp Leeds

LHR London Heathrow

Vendor

Holiday Inn - 61713463

Vend Vendor
ENCOT Confirmation

Change Existing
Reservation

Change Existing

Hertz .
Reservation

H5572406829 (ZE)

Vendor Confirmation Change Existing Reservation

Change Existing Reservation

Figure 11: Authorization Reservation — Itinerary Information

If there are no reservations associated with the authorization, the Reservation page is blank.

CWTSatoTravel
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Step 2 : Reservation o

Traveler Name: IRIS LINCOLN Trip ID: 287723 Authorization Status: New Authorization

Confirmation Number:

Make New Reservation

Manage Trip Reservations

Next Step Back to Step 1: Basic Information

Figure 12: Authorization Reservation — No Reservations

o If you made reservations using the Make Reservations option in the Start a Travel
Document list or on the Trips tab, and chose to save the reservation for later, click the
Manage Trip Reservations link to view all available reservations and select one or more
to associate with the authorization.

o If you contacted your TMC for reservations, or made reservations online via E2 that were
sent to a travel agent for assistance, use the confirmation number provided by your travel
agent to retrieve the reservations and associate them with the authorization.

7.2 Manage Trip Reservations

The Manage Trip Reservations window allows you to view all of your held reservations (i.e., reservations
you made that are not currently associated with any authorization). Use this window to:

e Retrieve a reservation made for you by the TMC

e Select a new reservation for this authorization from your held reservations list

¢ Remove the currently associated reservation from the authorization and return it to your held
reservations list

e Cancel a reservation without leaving the Manage Trip Reservations window

7.2.1 Add an Existing Reservation to the Authorization
Complete the following steps to add an existing reservation to the authorization.

1. Click the Manage Trip Reservations link to display the Manage Trip Reservations
window.

CWTSatoTravel Proprietary & Confidential Page 18
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i

O

Manage Trip Reservations

Confirmation Code: Retrieve
Confirmation Lisiiies Cancel
Select Summary Show Held )
Mumber Reservation

Reservations

05-Mar-2018 05:25pm Air travel

from IAD/Dulles International {IAD) to Luxembourg Findel Airport
LX)

Govt non-contract fare limited availability, Refundable

EOV)ZZ Show Move Cancel

24-Jun-2018 06:20pm Air travel, Hotel, Car Rental
EFZRGM from IAD/Dulles International (IAD) to LHR/Heathrow [LHR) Show Cancel
Govt non-contract fare limited availability, Refundable

Select and Close Select Exit Window

Figure 13: Manage Trip Reservations — Existing Reservation

2.

Click in the Select check box of each reservation you want to associate with the trip. You
can associate multiple reservations with the trip.
o |If the Select check box is clear (i.e., unchecked), the reservation can be
associated with the trip.
e If the Select check box is checked, the reservation is already associated with the
trip. It can be viewed, moved, or canceled.
Click Select and Close. A refreshed Reservation page displays with the selected
reservation information.

7.2.2 Retrieve a Reservation Made by the TMC
Complete the following steps to retrieve a reservation made for you by the TMC.
1. Click the Manage Trip Reservations link to display the Manage Trip Reservations
window.
2. Enter the confirmation number provided by your travel agent in the Confirmation Code
field.
3. Click Retrieve.
Manage Trip Reservations
Confirmation Code: Retrigve
Select and Close Select Exit Window
Figure 14: Manage Trip Reservations — Confirmation Code field
CWTSatoTravel Proprietary & Confidential Page 19
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4,

5.

6.

Repeat steps 2-3 until you have retrieved all reservations you want to associate with the
trip.

Click in the Select check box of each reservation you want to associate with the
authorization.

Click Select and Close to return to the Reservation page.

7.2.3 Move Reservations from a Trip
Complete the following steps to remove a reservation from an authorization, but hold it for a
future trip.

1. Click the Manage Trip Reservations link to display the Manage Trip Reservations
window.

2. Locate the reservation you want to move in the list.

3. Click the Move link to remove the reservation from the trip. The reservation, however,
remains in your Held Reservations list, and is available for you to associate with another
authorization.

Manage Trip Reservations
Confirmation Code: Retrigve
- Move to
Select Elonﬁrmatmn Summary Show Held Cance!
umber . Reservation
Reservations
05-Mar-2018 05:25pm Air travel
7 EOV)ZZ f[E;J |AD/Dulles International (1AD) to Luxembourg Findel Airport Show Cancel
':Gc-vt non-contract fare limited availability, Refundable
24-Jun-2018 06:20pm Air travel, Hotel, Car Rental
|:| EFZRGM from |IAD/Dulles International (1AD) to LHR/Heathrow [LHR) Show Cancel
Govt non-contract fare limited availability, Refundable
Select and Close Select Exit Window
Figure 15: Manage Trip Reservations — Move link
4. Click Exit Window to return to the Reservation page.
7.2.4 Cancel a Reservation
Complete the following steps to cancel a reservation and remove it from the authorization.

1. Click the Manage Trip Reservations link to display the Manage Trip Reservations
window.

2. Click Cancel to completely cancel the corresponding reservation and remove it from the
authorization.
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WARNING: Canceling a reservation cancels all components (i.e., air, hotel, rental car) of
that reservation. If some components are still required for the trip, consider simply
changing the reservation. Refer to QRC23 — Changing Reservations for more information
about the change process, or search for answer 4175 via E2's Online Help.

Manage Trip Reservations

Confirmation Code: Retrigve

_ Move to
Confirmation Cancel
Select Summary Show Held .
Reservation

Mumber .
Reservations

05-Mar-2018 05:25pm Air travel

- . . ) .
7 EOV)ZZ f[E;J |AD/Dulles International (1AD) to Luxembourg Findel Airport Show Move
1

Govt non-contract fare imited availability, Refundable

24-Jun-2018 06:20pm Air travel, Hotel, Car Rental
|:| EFZRGM from IAD/Dulles International (IAD) to LHR/Heathrow [LHR) Show Cancel
Govt non-contract fare limited availability, Refundable

Select and Close Select Exit Window

Figure 16: Manage Trip Reservations — Cancel link

3. A Confirm Action window displays to warn you that canceled reservations cannot be

restored. Click Confirm to continue and delete the reservation. When the reservation is

deleted, you are automatically returned to the Manage Trip Reservations window.

Repeat steps 2—3 for any additional reservations you need to cancel.

5. Click Exit Window to close the Manage Trip Reservations window and return to the
Reservation page.

»

7.3 Other Ways to Make Reservations

If you cannot make reservations online, or if you prefer to use the services of your travel agent, you can
request reservation assistance after completing the Site Details workflow step; these links are only
available after the Site Details step is complete.

7.3.1 Travel Agent Assistance

If your agency uses a TMC that is integrated with E2, click the Travel Agent Assistance link (in
Other Actions) to request reservation assistance from your travel management center (TMC). The
TMC can make reservations for you, but additional fees may apply.

7.3.2 Email Travel Agent

If your agency uses a TMC that is not integrated with E2, click the Email Travel Agent link (in
Other Actions) to email a courtesy copy of your printable authorization to your travel agent to
assist with bookings. This option is provided as a courtesy; E2 does not manage any interaction
between you and the travel agent.
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8 Completing the Site Details Step

Use the Site Details page to select your trip per diem locations or, if you do not have associated

reservations, to provide travel details.

e If the authorization has associated reservations, the information on this page comes from the
reservation details. You should review this information and verify that the per diem locations are

correct.

e If you do not require reservations or they are not available, you can enter the travel details

manually.

Step 3 : Site Details &

Trowvenr Norme: 85 UNCOLN Tpdh X772 fushormation Sumes  Srewed Aurorcen

[S&e 1] Begire Wanhington, DC, United Stabes an 24-Jum- 3018 to Loerdon, Urebod Kingdam

Dwgarting Date:* -

Ceparting Thina* v

Dwparting Fran * Vassagon. DC. Ursled States .

Going To* Longon. {inted Kngdom ©
—

Arvhval Date* Jus .

Mode af 7 e Dane v

Rea F ompan: it v

{15t 7] Beowk) London, Unitad Kingdem ts Wachingtos, DC. Uaded Staes Rewone Breod

Departing Dute:* N-an-207 ™
Goung Tor* Wasnngr
Arrrenl Date * 2. 0020 ot
Mode of Tramportation® | Commecal Plane >

Reason For Stop

[Ske 3] Return boon Beeaks Washyngton, DT, Uned Staces 1o Landon, Usited Kngoom

Ceparting Cate:* | £t

Going To:* o 1 ngdos

Al Date* <

Wode of Tramgortation® | Consescal Plane v

"

)

Al Bwa

|Ste 4] Enet London, Usited Kingdam on 30 Jon 2638 to Wahingtos, DC, United States

Retumning Date:* =

Retsrming From < @ gl

Returning Te:” Wassngion DG, Unied States ©
Arvheal Dat 30-Jun 211 =

Arrteal Tamm o J, -

Made of Tramsgartiation omeersal Flane v

Sawo i Moot Seop 53w Bl to ey 2 Betgrygyse

Figure 17: Authorization — Site Details page with a reservation and a break
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Step 3 : Site Details «

Traveler Name: RIS LINCOLN Trip1D: 297757

[Site 1] Begin: Washington, DC, United States

Departing Date:*
Departing Time:* Merming - 08 00 AM

Departing From: * Washington, DC_ Untad States
Godng To:*

Arrival Date:*

Mode of Transportationc* Commercial Plane

Reason For Stop:* Temporary Duty

Add Site Add Braak

[Site 2] End: to Washington, DC, United States

Roturning Date:*
Returning From:
Returning To:*

Washington, DC, Uniad States

—_—
Arrival Date:* >

Arrival Time:** Salect v

Mode of Transportation:* ' Commercial Plans

Save and Next Step Save Fach 200 3 Beservp

Authorzanon Status:  fuew Autnanzacon

eiaps

o ar

xpand a

actions

~

Figure 18: Authorization — Site Details page with no reservation

8.1 Create or Update a Round Trip

If the existing information on the Site Details page is incorrect or if there is no associated reservation,
complete the following steps to create or update a round trip.

1. Enter the requested information in the "Begin" section.
a. Departing Date — Enter your date of departure in the field (formatted DD-MMM-YYY), or
click the calendar icon to select the date from the drop-down calendar.

NOTE: If you enter the date in another format (e.g., MM-DD-YYYY), E2 will convert it to
the appropriate format, if possible.

b. Departing Time — Select the time you will be leaving from the drop-down list.

c. Departing From — Your initial departure city is typically your home site. If necessary,
enter three or more characters in the field, pause, and then select the city from the drop-

down list. You can also click the globe icon () to select the city.

d. Going To — This field contains the per diem location.

CWTSatoTravel
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o If you have reservations, this field is automatically populated from the
reservation.

e If you do not have reservations, or your reservations do not reflect our actual per
diem location, enter three or more characters in the field, pause, and then select
the city from the drop-down list. You can also click the globe icon to select the
city.

e. Arrival Date — Enter your anticipated date of arrival at the "going to" location in the field,
or click the calendar icon to select the date from the drop-down calendar.

NOTE: If there are no reservations, the Arrival Date field defaults to the value in the
Departing Date field.

f.  Mode of Transportation — Select the mode of transportation to be used when traveling
between the "departing from" and "going to" locations from the drop-down list.

NOTE: If there are no reservations, the Mode of Transportation field defaults to
Commercial Plane.

2. Enter the requested information in the "End" section.
a. Returning Date — Enter the date you will be returning in the field, or click the calendar
icon to select the date from the drop-down calendar.

NOTE: If there are no reservations, the Returning Date field defaults to the value from
the Departing Date or Arrival Date field plus one day.

b. Returning To — This field defaults to the city in the Departing From field. If you are
returning to a different location, enter three or more characters in the field, pause, and
then select the city from the drop-down list. You can also click the globe icon to select the
city.

c. Arrival Date — Enter your anticipated date of arrival at the "returning to" location in the
field, or click the calendar icon to select the date from the drop-down calendar.

NOTE: If there are no reservations, the Arrival Date field defaults to the value in the
Returning Date field.

d. Arrival Time — Select the time you will be arriving from the drop-down list.
TIP: The Arrival Time field is required if the duration of your trip is less than three days.

e. Mode of Transportation — Select the mode of transportation to be used for your return
from the drop-down list.

f. International Date Line — This field displays if your trip may take you over the
International Date Line (IDL). The list selection defaults to the most likely option, based
on your trip sites and dates; select the appropriate description from the list.

NOTE: Based on how you will cross the IDL, the Site Details page allows you to create
the authorization arriving on the specified date, even if that date is prior to the departure
date. This allows the system to create the appropriate lodging expense or M&IE to
correspond with the trip and accurately reflect entitlements, as well as T&O.

3. Click Save and Next Step to move to the next step in the authorization process.
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8.2 Add aBreak to a Round Trip

A break is defined as time off from an extended temporary duty assignment (TDY), so you can return to
your home site for official duty. A break is used when you must return from extended travel to your home
site for official duty at that home site. Under certain circumstances, you can add a break to your trip.
Complete the following steps.

1. Click Add Break, which adds "Break" and "Return from Break" sections between your beginning
and ending destinations.

[Site 2] Break: London, United Kingdom to Washington, DC, United States Remove Break
- e
Departing Date:* |26-Jun-2018 ‘ o
Going To:* Washington, DC, United States
. p
Arrival Date:* [26—Jun-2018 ] W
Mode of Transportation:* " Commercial Plane v
Reason For Stop: Break in TDY

[Site 3] Return from Break: Washington, DC, United States to London, United Kingdom

Departing Date:* i27-Jun-2018 l 7

Going To:* London, United Kingdom

Arrival Date:* [27-Jun—2018 G

Mode of Transportation:* l Commercial Plane v ]

Figure 19: Authorization Site Details — Break added

2. Verify or change the information in the "Break" section.

a.

e.

Departing Date — Enter the date of your departure for your break in the field, or click the
calendar icon to select a date from the drop-down calendar. The field defaults to the
"Begin" departure date plus one day, or the departure date plus one day for any site
added prior to the break.

Going To — This field is read only and defaults to the beginning destination (i.e., the
"Begin" Departing From field) of your trip.

Arrival Date — Enter the date you plan to arrive at the "going to" location for your break in
the field, or click the calendar icon to select a date from the drop-down calendar.

Mode of Transportation — Select the mode of transportation to be used to depart for
your break from the drop-down list. The field defaults to the mode of transportation from
your beginning destination (i.e., the "Begin" Mode of Transportation field).

Reason For Stop — This field is read only and defaults to Break in TDY.

3. Verify or change the information in the "Return from Break" section.

a.

Departing Date — Enter the date you will be returning from your break in the field, or click
the calendar icon to select a date from the drop-down calendar.

Going To — This field is typically read only and defaults to the original destination you left
when commencing the break. If enabled, the field defaults to the original destination, but
allows you to select a different location to return to when the break is complete. Enter
three or more characters, pause, and then select the new city to which you are going.
You can also click the globe icon to select the city.

Arrival Date — Enter your anticipated date of arrival in the field, or click the calendar icon
to select a date from the drop-down calendar.

Mode of Transportation — Select the mode of transportation you will use to return from
break from the drop-down list.

CWTSatoTravel
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e. International Date Line — This field displays if your trip may take you over the
International Date Line (IDL). Select the appropriate description from the drop-down list.

NOTE: Based on how you will cross the IDL, the Site Details page allows you to create
the authorization arriving on the specified date, even if that date is prior to the departure
date. This allows the system to create the appropriate lodging expense or M&IE to
correspond with the trip and accurately reflect entitlements, as well as T&O.

4. Click Save and Next Step to move to the next step in the authorization process.

8.3 Add a Site to a Round Trip

Under certain circumstances, you may want or need to add an additional site to your trip. Complete the
following steps.

1. Click Add Site, which adds a site between your beginning and ending destinations.

[Site 2] From: Londoa, United Kingdom on 25-Jun-2018 to Cacdiff Wales, United Kingdom Remove Site
—

Departing Date:* 25-Jun-2018 "

Departing Time:* Maring - D800 AM v

Departing From Long United Kinedo

Going To:* [Eard#f Wales, United Kingdom x .
.

Arrival Date:* 25-Jun-2018 g

Mode of Transportation:* | Commercial Plane hd

Reason For Stop:* Temporary Duty v

Figure 20: Authorization Site Details — Site added

2. Verify or change the existing information.

3.

a. Departing Date — Enter the date of your departure for the new site in the field, or click
the calendar icon to select a date from the drop-down calendar. The field defaults to the
"Begin" departure date plus one day, or the departure date plus one day for any site
added prior to the new site.

b. Departing Time — Select the time you plan to depart for the new site from the drop-down
list. The field defaults to Morning — 08:00 AM.

c. Departing From — This field is read only and defaults to the previous destination.

d. Going To — Enter three or more characters, pause, and then select the new city to which
you are going. You can also click the globe icon to select the city.

e. Arrival Date — Enter the date you plan to arrive at the new site in the field, or click the
calendar icon to select a date from the drop-down calendar. The field defaults to the
previous site's departure date plus one day.

f. Mode of Transportation — Select the mode of transportation to be used to depart for
your site from the drop-down list. The field defaults to the mode of transportation from
your beginning destination (i.e., the "Begin" Mode of Transportation field).

g. Reason For Stop — Select the reason you are traveling to the site from the drop-down
list. The field defaults to Temporary Duty.

Click Save and Next Step to move to the next step in the authorization process.

CWTSatoTravel
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8.4 International Dateline Indicator (IDL)

The International Date Line field displays whenever your travel may take you over the international
dateline. The list defaults to the most logical option based on your trip sites and dates.

Mode of Transportation:* | Commercial Plane b

Reason For Stop:* Facanocae Dudu
Did Not Cross (DL
International Date Line:

Figure 21: Authorization Site Details — International Date Line field

¢ If you will not/did not cross the IDL, select Did Not Cross IDL from the drop-down list. There is no
impact to your meals and incidental expenses (M&IE).

e If you will cross/crossed the IDL going west, select IDL-West from the drop-down list. You lose a
day. You will not be able to claim M&IE for that day, but you will be able to claim M&IE for the
arrival day.

o If you will cross/crossed the IDL going east during the beginning, middle, or end of your trip,
select IDL-East from the drop-down list. You gain a day. You will be able to claim lodging, M&IE,
and T&O for two days, or 200%. If the day you cross the IDL is the last day of your trip, your
M&IE is 175% for those two days. (Percentages reflect default configuration. If variable per diem
rates apply to your trip, these percentages may differ.)

IDL selections appear in the Notes column of the Lodging Expenses window and the Meals and Incidental
Expenses window, as well as in the Other Information column of the View Daily Expenses Summary
window.

8.5 Search Location

The Search Location window displays when you click the globe icon (.). Use it to search for locations
(i.e., per diem sites).

Search Location

M Search for Location

Country: | United States W |

Stater** | Select One b |

Siter** | |

Rate valid on: |25—Jun—21:|18 | :-.

**5tate or site required if country is United 5States.
Search

Figure 22: Search Location window
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Complete the following steps.

1. Select the location's country from the Country drop-down list.
2. If you selected United States in the Country field, select the location's state from the State drop-
down list.
3. Enter all or part of the location's hame in the Site field.
4. Verify the date shown in the Rate valid on field is correct. If necessary, you can enter a date in
the field, or click the calendar icon to select a date from the drop-down list.
5. Click Search. The window displays a list of sites matching your search criteria.
TIP: Results are limited to 100 items. To narrow the search, enter additional characters in the
Site field, and then click Search again.
Search Location
A Search for Location A
Country: | Senegal e |
State:** Select Cne v
Site** | |
Rate valid on: |25-Jun-2018
Search
Select Location Custom Site County State Daily M&IE Daily Lodging
Dakar 107.00 164.00
Mbour 83.00 9500
Other 63.00 75.00 v
Figure 23: Search Location — Search Results
6. Click the radio button next to the site you want to select.
7. Click Save and Close to select that site and return to the Site Details page.
8.5.1 Standard Rate or County, Other, Foreign Areas, or Non-Foreign Areas
If you cannot find the correct per diem location, select one of the following options (at the bottom):
e Standard Rate or County (for a location in the United States)
e Other
e Foreign Areas or Non-Foreign Areas (for a foreign location)
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Search Location

Spruce Cape
5t. George
Talkeetna

Yakutat

Other

e

(For Alaska & Hawaii 5ee App B)

Save And Close Exit Window

AK

AK

AK

AK

AK

90.00

51.00

£5.00

54.00

£8.00

51.00

180,00 M
220.00
100.00
105.00
120.00

93.00

Figure 24: Search Location — Standard Rate radio button

These options cause a City Name field to display on the Site Details page. Enter the actual travel
destination in the appropriate City Name field (Departing From or Going To) that displays below
the per diem location field. Do not include the state or country information in a City Name field,;
enter only the location name.
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9 Completing the Expenses Step

Use the Expenses page to review and update estimated expenses for the trip, such as:

e Lodging expenses, including reimbursement types for each site
e Meals and incidental expenses (M&IE), including reimbursement types for each site
e Additional estimated expenses

NOTE: Reimbursement type selection is available for both estimated lodging and estimated M&IE. Be
sure to review both.

MEIE
ther

Amount

Dats

Step 4 : Expenses o

Traveler Rame: &

Expense Information

Lotdging: 64835

Add New Expense &

TripID: 255723 Autharization Status: Resenatons Sooked
v i Ascen nl ding
Amount Description Alerts Modify Copy Delete
f o

: ding loaging nes Mo
and incde ooy

Dadis mbe Mg

ve
ucher Transattion Fee 0.0% ucher T 233
S(Y Reduced

Figure 25: Authorization — Expenses page

Complete the following steps.

1. Review your estimated expenses.

If you have an associated reservation, the estimated expenses are generated from the
reservation information, including airfare, rail, lodging, rental car expenses (if applicable),
and, if enabled for your workgroup, the estimated TMC fee expense.

Meals and incidental expenses are based on the per diem rates for the sites on your trip.
If you do not have an associated reservation, the lodging rates are also based on the per
diem rates for the sites on your trip.

NOTE: Some agencies have configured variable per diem lodging rates for trips that
meet extended travel criteria.

2. Make changes as needed.

CWTSatoTravel
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9.1

3.

e Click a Modify link to edit the corresponding expense.
e Click a Copy link to copy the corresponding expense to another date.
e Click a Delete link to remove the estimated expense.
e Click a Show link to view expense details. (This link only displays when you cannot
update the information.)
e Click the Add New Expense link to add an estimated expense to the authorization.
Click Next Step to move to the next step in the authorization process.

Using Filtering to Perform Searches

Use filtering to reduce the number of items returned in the search results to only those items you actually
want to view. A Filter Options section is available on many pages and windows.

Complete the following steps.

1.

2.

Click the Filter Options tab to view the filter options available for that page or window. (Options
will vary depending on the page or window.)
Use the fields in the expanded section to select the fields and values to filter on.

TIP: These options will vary based on whether you are changing lodging or meals and incidental
expenses.

Meals and Incidental Expenses

M Filter L-.",G rons

e

From: || =
e
=

Tao | |

Reimbursement Type: | Select One W |

Apply Filter v  Apply to Alf Displayed Expenses

Figure 26: Meals and Incidental Expenses — Filter Options (expanded)

3. Click Apply Filter. The search results are updated to only show the items that match the filter

criteria.

9.2 Using the Apply to All Displayed Expenses Function

9.2.1

The Apply to All Displayed Expenses function is available for lodging, meals, and incidental expenses. It
can be used to apply a change to all displayed items at once, rather than selecting each item individually.

Example

The following example illustrates the use of this feature for meal expenses. In this scenario, all
meals for the trip will be provided. It is quicker to use the Apply to All Displayed Expenses feature
to update the meal expenses, rather than change each check box individually.

1. On the authorization's Expenses page, click the Modify link for the meals expense you
want to change. This displays the Meals and Incidental Expenses window.
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2. Click the Apply to All Displayed Expenses tab to expand the section and view the

available options for that window.

Meals and Incidental Expenses

Reimbursement Type:

MEIE Amount:

A Apply to All Displayed Expenses

[Fochange 4

Breakfast Provided: | Mo Change W |

Lunch Provided: | Mo Change W |

Dinner Provided: | Mo Change ' |

Mo Incidentals: | Mo Change W |

Official Day Off: | Mo Change W |
v Filter Options Apply to Displayed

Figure 27: Meals and Incidental Expenses — Apply to All Displayed Expenses

3. Enter or select the values for the fields you want to change. For this example, as meals
are provided, the Breakfast Provided, Lunch Provided, and Dinner Provided drop-

down lists should be set to Yes.

4. Click Apply to Displayed. The expenses listed in the data grid (below the Apply to All
Displayed Expenses section) are updated with your changes.

5. Click Save and Close to close the window and return to the Expenses page.

9.3 Modifying Lodging Expenses

The Lodging Expenses window displays lodging expense details for each site. The Notes column

includes IDL information and, if variable per diem rates apply based on your workgroup's configurations,

the applied percentage of standard per diem rates.

You can change the following information for each lodging expense:

e Reimbursement type

e Rates

o Official days off

e Days with shared lodging
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v
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Figure 28: Authorization — Lodging Expenses window

9.3.1

Site

Order by

Fields

The following table lists the fields and information displayed in the Lodging Expenses window.

Field Description

If the trip includes multiple sites, and the site for which you wish to review or
maintain lodging expenses is different than the one currently displayed, select
the appropriate site from the drop-down list.

Select one of the following options from the drop-down list, and then click the
Sort Ascending or Sort Descending button, to determine how the expenses
listed in the window are sorted:

Date (default) — Select this option to list the expenses in order by date.
Reimbursement Type — Select this option to list the expenses in
alphabetical order based on the reimbursement type.

Lodging Per Diem Rate — Select this option to list the expenses in
order based on the per diem rate.

Lodging Amount — Select this option to list the expenses in order
based on the expense amount.

Authorized Amount — Select this option to list the expenses in order
based on the amount authorized (i.e., allowed) for the expense.
Estimated Lodging Tax — Select this option to list the expenses in
order based on the estimated tax amount.

Official Day Off — Select this option to list the expenses in order based
on the setting of the Day Off check box.

Shared Lodging — Select this option to list the expenses in order
based on the setting of the Shared field.

Pay To — Select this option to list the expenses in alphabetical order
based on how the expense will be paid (i.e., the Pay To drop-down
list).

CWTSatoTravel
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Field Description

Date This field displays the date of the expense.

Reimbursement Type This field indicates the reimbursement type to be used for the lodging expense.
Lodging reimbursement types can be different each day and are separate from
M&IE reimbursement types.

Select one of the following options from the drop-down list. The lodging
reimbursement types available to you are controlled by travel policy.

e Actual — An actual lodging expense should exceed the per diem
amount; the allowed amount must be less than or equal to the amount
specified by your travel policy.

e No Expenses — This selection allows you to create a trip with no
expenses. The allowed amount is zero (0.00).

e Per Diem — This rate is based on the per diem location. The expense
cannot exceed this rate unless your travel policy allows the rate to be
exceeded by a set percent.

NOTE: The allowed amount reflects the variable per diem rate that
applies, if any.

e Reduced - The allowed amount must be less than the per diem

amount.
Per Diem Rate This field displays the GSA standard per diem lodging rate for the site.
Amount This field displays the amount of the lodging expense.

NOTE: The amount reflects any variable per diem rates that have been applied.

Allowed This field displays the lodging expense amount allowed (i.e., authorized) for that
particular day.

NOTE: The amount reflects any variable per diem rates that have been applied.

Day Off When you identify a day as an official day off, that day is also identified as a
day of leave for all other authorization estimated expenses. Official days off do
not qualify for lodging or meals and incidental expenses. Your estimated
expenses are reduced accordingly.

Select this check box to indicate the corresponding day is an official day off.

Shared Select this check box to indicate that lodging will be shared on the
corresponding day.

TIP: When the check box is checked, make sure the estimated lodging amount
is only for your portion and not the entire amount.

Notes This field displays any notes associated with the day's lodging expense.

o Ifalevel 2 or above variable per diem rate has been applied to a day,
the Notes column displays Variable plus the percentage (e.g., Variable
75).

e If the long-term travel lodging percentage was overridden for the day,
the Notes column displays Variable 100, Overridden.

e |f a grace period has been applied to a day, Grace Period displays in
the Notes column, and the Variable percentage does not display.

e If the trip crosses the IDL and lodging is impacted, the IDL setting will
display for that day in the notes (e.g., IDL — East, IDL - West).
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9.3.2 Modify Lodging Expenses

On the Expenses page, click the Modify link for the lodging information you want to review or
change, and then complete the following steps to modify one or more days of lodging expenses.

1. If necessary, select the site for which you want to review or maintain expenses from the
Site drop-down list.
2. Change the reimbursement types and lodging rate as needed.
e To specify an actual or reduced rate, complete the following steps:
i. Review your expenses and select Actual or Reduced from the
Reimbursement Type drop-down list for the line item.
ii. Review the Amount, Allowed, and Estimated Tax fields for that line
item, making changes as needed.
e To specify a per diem rate, complete the following steps:
i. Review your expenses and select Per Diem from the Reimbursement
Type drop-down list for the line item.
ii. Review the Amount and Estimated Tax fields for that line item (the
Allowed field is disabled when the reimbursement type is Per Diem),
and make changes as needed.
3. If applicable, select the Day Off check box for any day that should be identified as an
official day off.
4. |If applicable, select the Shared check box for any day where you will be sharing lodging.

TIP: When the Shared check box is checked, be sure the estimated lodging amount is for
your portion only.

5. Repeat steps 1-4 until you are done making changes.

TIP: Be sure to click Save to save your changes before selecting another site. If you do
not save your changes before selecting another site, those changes will be lost.

6. Click Save and Close when you are done to save your changes and close the window.

9.3.3 Override Variable Per Diem Rates

The Override Variable Per Diem Rates hyperlink displays at the bottom of the Lodging
Expenses window when the following conditions are met:

e The Allow Variable Per Diem Rate Override drop-down list (in the Minor Customer
Reimbursement Settings) is set to Yes.

TIP: Refer to AG50 — Hierarchy and Settings for more information on this field.

e Long term travel variable per diem rates, for level 2 or above, were applied to at least one
day at a particular site.

e You are view the Lodging Expenses window for the authorization. (The link is not
available when you are reviewing a voucher.)

e You are an arranger or a traveler.

Click the link to display the Override Variable Per Diem Rates window, which allows you to
override any reductions made for long term travel and authorize a full per diem amount.

NOTE: The Override Variable Per Diem Rates hyperlink also displays in the Lodging Expenses
window if a site has previously had any days overridden. Clicking the link in this scenario allows
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you to remove the override for a particular day, allowing long term travel percentages to be
applied to the lodging for the day.

Override Variable Per Diem Rates
v Fifter Options  ~ Apply to All Displayed
Expense Date  Expense Type Per Diem Rate  Variable Per Diem Rate Override Reason Alert
26-May-2018  Lodging 181.00 150.23 |
27-May-2018  Lodging 181.00 181.00 g;irz:zs fgief‘"-‘-‘ c
28-May-2018  Lodging 181.00 150.23 O
20-May-2018  Lodging 181.00 150.23 |
30-May-20128  Lodging 181.00 150.23 O
31-May-2018  Lodging 181.00 0.00 |
Save Exit Window

Figure 29: Override Variable Per Diem Rates — Lodging Expenses

With the window displayed, complete the following steps to override a variable per diem rate:

1.

e

Locate the day you want to override in the window's data grid.

NOTE: If a lodging expense is not set with a Per Diem reimbursement type (i.e., anything
other than Per Diem is displayed in the Reimbursement Type drop-down list in the
Lodging Expenses window for a day's lodging expense), that day will not display in the
Override Variable Per Diem Rates window.

Select the Override check box.

TIP: If you are removing the override for a particular day, click in the Override check box
to remove the check mark.

Enter the reason for the override in the Reason field. An icon displays in the Alert column
to indicate a remark was added for that day.
Repeat steps 1-3 for any additional days you want to override.
Click Save and Close to save your changes and close the Override Variable Per Diem
Rates window. The Lodging Expenses window refreshes and displays the following
information for each day with an override:
e The per diem rate for the site displays in the Allowed field, indicating the full per
diem amount is now allowed for that day.
e The Variable message in the Notes column now reads: Variable 100, Overridden.
e A message will also display at the top of the Summary page indicating long term
travel was overridden (e.g., One or more days on Site 2: Marseille, France have
long term travel overridden).

CWTSatoTravel
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9.34 Actual Reimbursement Maximum
When Actual has been selected from the Reimbursement Type drop-down list for at least one
day in the authorization’s Lodging Expenses window, the Actual Reimbursement Maximum text
displays at the bottom of the window.
Lodging Expenses
Lodging Site: Fort Myers, FL, United States
der by | Dats v Sor Azcanding Sont Dascanding
24-Mar- 202 Actua v 208.00 00
SMar-2021 Actual 20800 208 208.00¢ G.0C
— N .
Totu! Estimated Lodging
Figure 30: Lodging Expenses — Actual Reimbursement Maximum text
The number to the right of the text indicates the percentage by which actual lodging and meal
expenses can exceed the per diem amount, as defined for your office or workgroup.
9.34.1 Modify the Maximum Actual Reimbursement Percentage
There may be scenarios where the percentage allowed for actual expenses needs to be adjusted
for a particular trip. Click the Modify link to display the Actual Reimbursement Maximum window,
which allows you to edit the maximum percentage allowed.
Actual Reimbursement Maximum
Minor Customer Actual Reimbursement Maximum: 300 %
Actual Reimbursement Maximum Percent:* |300
*Requirsd Save and Close Save Exit Window
Figure 31: Actual Reimbursement Maximum window
Enter the new percentage by which actual lodging and meal expenses can exceed the per diem
amount in the Actual Reimbursement Maximum Percent field (i.e., clear the existing entry from
the field and then enter a new value), and then click the Save or Save and Close button. When
you return to the Lodging Expenses window, the Actual Reimbursement Maximum text will be
updated with the new percentage.
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e You cannot go below 100, nor can you go above the maximum value allowed for your
office or workgroup.

¢ Any change made in this window is applicable to the current trip site only. If your trip
includes multiple sites, you will need to repeat this adjustment and update the maximum
percentage allowed at each site where a new value is appropriate.

TIP: If necessary, the maximum reimbursement percentage can be different for each
individual site on a trip.

¢ Any change made in this window applies to the maximum percentage allowed for BOTH
lodging and M&IE.

9.4 Modifying Meals and Incidental Expenses (M&IE)

The Meals and Incidentals Expenses window displays M&IE details for each site. The Notes column
includes IDL information and, if variable per diem rates apply based on your workgroup's configurations,
the applied percentage of standard per diem rates.

You can change the following information for each meal or incidental expense:

e Reimbursement type

e M&IE amount

o Days with meals provided

¢ Days with no incidental expenses
o Official days off

Meals and incidental Expenses
v ' oy v Ay

Site; | Marseile France Vv

Meals and Incidentals Site: Marsellle, France

Cvder by: Date v | SonAscending  Sart Descending

Nernbursement Pee Dvem Per Drem Buveanfast Ly Dinnes No ofical
Date V&I Amoant - = A
Type Meats \nresmntaty Froviden Frovated Frovdesd nodentals Yoy O

Total tyremated MAE

Save and Close Save St Window

Figure 32: Authorization — Meals and Incidental Expenses window

9.4.1 Fields
The following table lists the fields and information displayed in the Meals and Incidental Expenses
window.
Field Description
Site If the trip includes multiple sites, and the site for which you wish to review or

maintain M&IE is different than the one currently displayed, select the
appropriate site from the list.
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Field Description

Select one of the following options from the drop-down list, and then click the
Sort Ascending or Sort Descending button, to determine how the expenses
listed in the window are sorted:

Order by

Date

Reimbursement Type

Date (default) — Select this option to list the expenses in order by date.
Reimbursement Type — Select this option to list the expenses in
alphabetical order based on the reimbursement type.

Per Diem Meals — Select this option to list the expenses in order based
on the Per Diem Meals amount.

Per Diem Incidentals — Select this option to list the expenses in order
based on the Per Diem Incidentals amount.

M&IE Amount — Select this option to list the expenses in order based
on the total M&IE amount.

Breakfast Provided — Select this option to list the expenses in order
based on the setting of the Breakfast Provided check box.

Lunch Provided — Select this option to list the expenses in order
based on the setting of the Lunch Provided check box.

Dinner Provided — Select this option to list the expenses in order
based on the setting of the Dinner Provided check box.

No Incidentals — Select this option to list the expenses in order based
on the setting of the No Incidentals check box.

Official Day Off — Select this option to list the expenses in order based
on the setting of the Official Day Off check box.

Pay To — Select this option to list the expenses in alphabetical order
based on how the expense will be paid (i.e., the Pay To drop-down
list).

This field displays the date of the expense.

This field allows you to indicate the reimbursement type to be used for the
meals and incidental expenses for a particular day. M&IE reimbursement types
can be different each day and are separate from lodging reimbursement types.

Select one of the following options from the drop-down list. The M&IE
reimbursement types available to you are controlled by travel policy.

NOTE: The EUM, GMR/PMR, and Occasional Meals options are only available
for JTR travelers.

Actual — Select this option to be reimbursed for the actual meals and
incidental expenses incurred on the corresponding day. When selected,
the amount allowed in the M&IE Amount field must be less than or
equal to the amount specified by your group’s travel policy.

EUM — Select this option to indicate essential unit messing (EUM) has
been established for the corresponding day. When selected, the M&IE
Amount field defaults to the local incidental per diem rate for that date,
the No Incidentals check box is cleared and disabled, and the
Provided check boxes are checked, but remain enabled. (The check
boxes remain enabled even if long-term travel applies to the trip and a
variable per diem rate has been implemented for one or more days.
Any prior selections are retained if long-term travel qualifications are
later applied to the trip.)

GMR/PMR — Select this option to indicate the government meal rate
(GMR) should be used to determine the reimbursement for the
corresponding day. When selected, the M&IE Amount field defaults to
the government meal rate (GMR) amount plus the local incidental per

CWTSatoTravel

Proprietary & Confidential Page 39



UG25 Creating Authorizations

Field Description

diem rate for that date; the No Incidentals check box is cleared and
disabled; the Provided check boxes are checked, but remain enabled;
and the Notes field is set to GMR. (The check boxes remain enabled
even if long-term travel applies to the trip and a variable per diem rate
has been implemented for one or more days. Any prior selections are
retained if long-term travel qualifications are later applied to the trip.))

e No Expenses — Select this option to indicate no meal and incidental
expenses will be incurred for the corresponding day. When selected,
the M&IE Amount field defaults to zero (0.00).

e Occasional Meals — Select this option to indicate occasional meals
have been authorized for the corresponding day. When selected, the
permitted reimbursement amount is automatically calculated by E2,
based on the appropriate proportional meal rate (PMR) for the travel
site, and displayed in the M&IE Amount field. Additionally, the
Provided check boxes are cleared and disabled, while the No
Incidentals check box is checked and disabled.

NOTE: When creating an authorization for a trip that follows the JTR
and is less than or equal to 12 hours, JTR travelers will be able to
specify the use of occasional meals. The Reimbursement Type field
defaults to Per Diem with zero reimbursement, but you may select the
Occasional Meals option and follow the appropriate regulations for that
selection.

e Per Diem — Select this option to request reimbursement for the per
diem amount applicable for your location. When selected, the expense
cannot exceed this rate, unless your travel policy allows the rate to be
exceeded by a set percentage.

NOTE: The allowed amount displayed in the M&IE Amount field
reflects any variable per diem rates that have been applied.

e Reduced — Select this option to request reimbursement for a reduced
amount. When selected, the amount allowed in the M&IE Amount field
must be less than the per diem amount.

Per Diem Meals This field displays the GSA standard per diem rate for meals at the site.

Per Diem Incidentals This field displays the GSA standard per diem rate for incidentals at the site.

M&IE Amount This field displays the total M&IE amount allowed for the corresponding day at
the site.

NOTE: The amount reflects any variable per diem rates that have been applied.

Breakfast Provided Select this check box to indicate breakfast will be provided on the
corresponding day. ldentifying meals as provided reduces the M&IE amount for
the selected day (i.e., the daily amounts for the provided meals are deducted
from the value in the M&IE Amount field).

NOTE: This field is disabled and not checked when a variable per diem rate has
already been applied to the day. The Notes column will list the variable per
diem rate percentages applied to the meals and incidental amounts.

Lunch Provided Select this check box to indicate lunch will be provided on the corresponding
day. Identifying meals as provided reduces the M&IE amount for the selected
day (i.e., the daily amounts for the provided meals are deducted from the value
in the M&IE Amount field).
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Field Description

NOTE: This field is disabled and not checked when a variable per diem rate has
already been applied to the day. The Notes column will list the variable per
diem rate percentages applied to the meals and incidental amounts.

Dinner Provided Select this check box to indicate dinner will be provided on the corresponding
day. Identifying meals as provided reduces the M&IE amount for the selected
day (i.e., the daily amounts for the provided meals are deducted from the value
in the M&IE Amount field).

NOTE: This field is disabled and not checked when a variable per diem rate has
already been applied to the day. The Notes column will list the variable per
diem rate percentages applied to the meals and incidental amounts.

No Incidentals Select this check box to indicate no incidental expenses will be incurred for the
corresponding day. Identifying days as having no incidentals will reduce the
M&IE amount for the selected day (i.e., the daily incidental amount will be
deducted from the value in the M&IE Amount field).

NOTE: This field is disabled and not checked when a variable per diem rate has
already been applied to the day. The Notes column will list the variable per
diem rate percentages applied to the meals and incidental amounts.

Official Day Off When you identify a day as an official day off, that day is also identified as a
day of leave for all other authorization estimated expenses. Official days off do
not qualify for lodging or meals and incidental expenses.

Select this check box to indicate the corresponding day is an official day off.

Notes This field displays any notes associated with the day's M&IE.

o Ifalevel 2 or above variable per diem rate has been applied to the
meals and incidental expenses for a day, the Notes column displays
Variable X/Variable Y (where X and Y are the percentages applied to
the meals and incidental amounts).

e If along-term travel percentage for a particular day was overridden, the
Notes column displays the appropriate Variable percentages, as well as
an Overridden comment.

o If only the variable meals expense was overridden, the Notes
column reads: Variable 100/82, Overridden (where 100 and
Overridden indicate the meals rate was overridden, and 82
represents the percentage applied to the incidental rate).

o If only the variable incidental expense was overridden, the
Notes column reads: Variable 81/100, Overridden (where 81
represents the percentage applied to the meals rate, and 100
and Overridden indicate the incidental rate was overridden).

o If both the variable meals and incidental expenses were
overridden, the Notes column reads: Variable 100/100,
Overridden.

e |f a grace period has been applied to a day, Grace Period displays in
the Notes column, and the variable percentages do not display.

e |If the trip crosses the IDL and M&IE are impacted, the IDL setting will
display for that day in the notes (e.g., IDL — East, IDL - West).
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9.4.2 Modify Meals & Incidental Expenses

On the Expenses page, click the Modify link for the M&IE information you want to review or

change,

and then complete the following steps to modify one or more days of meals and

incidental expenses.

1.

2.

5.

943 Overri

If necessary, select the site for which you want to review or maintain expenses from the
Site drop-down list.

Review the estimated meals and incidental expenses, and change the reimbursement
types and amounts as needed.

If applicable, select a Provided check box for any meal that will be provided on a
particular day, or select the Official Day Off check box for any day that should be
identified as an official day off.

Repeat steps 1-3 until you are done making changes.

TIP: Be sure to click Save to save your changes before selecting another site. If you do
not save your changes before selecting another site, those changes will be lost.

Click Save and Close when you are done to save your changes and close the window.

de Variable Per Diem Rates

The Override Variable Per Diem Rates hyperlink displays at the bottom of the Meals and
Incidental Expenses window when the following conditions are met:

The Allow Variable Per Diem Rate Override drop-down list (in the Minor Customer
Reimbursement Settings) is set to Yes.

TIP: Refer to AG50 — Hierarchy and Settings for more information on this field.

Long-term travel variable per diem rates, for level 2 or above, were applied to at least one
day at a particular site.

You are viewing the Meals and Incidental Expenses window for the authorization. (The
link is not available when you are reviewing a voucher.)

You are an arranger or a traveler.

Click the link to display the Override Variable Per Diem Rates window, which allows you to
override any reductions made for long-term travel and authorize a full per diem amount.

NOTE: The Override Variable Per Diem Rates hyperlink also displays in the Meals and
Incidental Expenses window if a site has had any days previously overridden. Clicking the link in
this scenario allows you to remove the override for a particular day, allowing long term travel
percentages to be applied to the meals and/or incidental expenses for that day.
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Override Variable Per Diem Rates
v Fifter Options v Apply to All Displayed ~
Expense Date Expense Type Per Diem Rate Variable Per Diem Rate Ovwerride Reason Alert
26-May-2018  Meals 96.00 9600 ™ E;i‘;i:i f{f;r:\;‘lﬁ :
26-May-2018  Incidentals 23.00 17.25 O
27-May-2018  Meals 96.00 9600 2;:”3:: i;;;“ll :
27-May-2018  Incidentals 23.00 2300 [ 2 |OFerside for full - AN

per diem (MIE) W

28-May-2018  Meals 96.00 72.00 |
28May-2018  Incidentals 23,00 20 M g;irzi:i :{i‘rm:l‘lﬁ :
20-May-2012  Meals 96.00 72.00 O
29-May-2012  Incidentals 23.00 17.25 O
30-May-2018  Meals 96.00 72.00 | v
Save Exit Window

Figure 33: Override Variable Per Diem Rates — Meals and Incidental Expenses

With the window displayed, complete the following steps to override a variable per diem rate:

1.

Locate the day and the expense you want to override in the window's data grid.

NOTE: If the day for a particular meals or incidental expense is not set with a Per Diem
reimbursement type (i.e., anything other than Per Diem is displayed in the day's
Reimbursement Type drop-down list in the Meals and Incidental Expenses window),
expenses for that day will not display in the Override Variable Per Diem Rates window.

Select the Override check box.

TIP: If you are removing the override for a particular day's expense, click in the Override
check box to remove the check mark.

Enter the reason for the override in the Reason field. An icon displays in the Alert column
to indicate a remark was added for that day.
Repeat steps 1-3 for any days and/or expenses you want to override.
Click Save and Close to save your changes and close the Override Variable Per Diem
Rates window. The Meals and Incidental Expenses window refreshes and displays the
following information for each day with an override:
e The value in the M&IE Amount field is increased by the full per diem amount for
the expenses that were overridden.
e An Overridden comment is added to the Variable message in the Notes column,
and the message is updated to indicate which of the expenses for the day were
overridden.
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o A message will also display at the top of the Summary page indicating long term
travel was overridden (e.g., One or more days on Site 2: Marseille, France have
long term travel overridden).

944 Actual Reimbursement Maximum

When Actual has been selected from the Reimbursement Type drop-down list for at least one
day in the authorization’s Meals and Incidental Expenses window, the Actual Reimbursement
Maximum text displays at the bottom of the window.

Meals and Incidental Expenses

v v A

Mesis and Incidentals Sites Fort Myers, TL, United States

Oedac oyt | Date v | SomAscending  Sont Descending

Total Extimated MAIE

Save a] Close Save Exit Wind

Figure 34: Meals and Incidental Expenses — Actual Reimbursement Maximum text

The number to the right of the text indicates the percentage by which actual lodging and meal
expenses can exceed the per diem amount, as defined for your office or workgroup.

9.4.4.1 Modify the Maximum Actual Reimbursement Percentage

There may be scenarios where the percentage allowed for actual expenses needs to be adjusted
for a particular trip. Click the Modify link to display the Actual Reimbursement Maximum window,
which allows you to edit the maximum percentage allowed.

Actual Reimbursement Maximum

Minor Customer Actual Reimbursement Maximum: 300 %

Actual Reimbursement Maximum Percent:* ‘300

*Required Save and Close Save Exit Window

Figure 35: Actual Reimbursement Maximum window

Enter the new percentage by which actual lodging and meal expenses can exceed the per diem
amount in the Actual Reimbursement Maximum Percent field (i.e., clear the existing entry from
the field and then enter a new value), and then click the Save or Save and Close button. When
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9.4.5

9.45.1

you return to the Meals and Incidental Expenses window, the Actual Reimbursement Maximum
text will be updated with the new percentage.

e You cannot go below 100, nor can you go above the maximum value allowed for your
office or workgroup.

¢ Any change made in this window is applicable to the current trip site only. If your trip
includes multiple sites, you will need to repeat this adjustment and update the maximum
percentage allowed at each site where a new value is appropriate

TIP: If necessary, the maximum reimbursement percentage can be different for each
individual site on a trip.

¢ Any change made in this window applies to the maximum percentage allowed for BOTH
lodging and M&IE.

Reduced Incidental Amount [JTR]
NOTE: The reduced incidental amount is a JTR-only travel policy item.

When EUM or GMR/PMR has been selected from the Reimbursement Type drop-down list for
at least one day in the authorization’s Meals and Incidental Expenses window, the Reduced
Incidental Amount text displays at the bottom of the window. The amount to the right of the text
indicates the minimum incidental per diem rate allowed for the trip site.

Meals and incidental Expenses

v v

Meals and locidentals Site: Olympia, KY, United States

Per Diam v .0 4128

Par Diem v

EUM v 50.00 50

Pear Diem v

Per Diem v 30.00 5.00 4125

Total Estimated MEJE

Figure 36: Meals and Incidental Expenses — Reduced Incidental Amount text

Modify the Incidental Amount

There may be scenarios where you are required to reduce the amount of allowed incidentals,
based on travel orders. Click the Modify link to display the Reduced Incidental Amount window,
which allows you to edit the incidental amount allowed for the site.
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9.4.6

9.4.6.1

Reduced Incidental Amount

Locality Incidental Per Diem Rate: 5.00

Reduced Incidental Amount:* [5.00 |
|

*Required Save and Close Save Exit Window

Figure 37: Reduced Incidental Amount window

Enter the new incidental amount in the Reduced Incidental Amount field (i.e., clear the existing
entry from the field and then enter a new value), and then click the Save or Save and Close
button.

e Any change made to this window is applicable to the current trip site only. If your trip
includes multiple sites, you will need to repeat this adjustment and update the incidental
amount at each site where a reduced value is appropriate.

TIP: If necessary, the incidental amount can be different for each individual site on a trip.

e When you return to the Meals and Incidental Expenses window, the M&IE Amount field
(for those days set to EUM or GMR/PMR) and the Reduced Incidental Amount text are
updated to reflect the new amount. Be sure to click the Save or Save and Close button
in the Meals and Incidental Expenses window to ensure the updated M&IE amount is
retained.

Proportional Meal Rate [JTR]
NOTE: The proportional meal rate is a JTR-only travel policy item.

The proportional meal rate (PMR) is the rate used when one or two government meals are
provided at no cost to you. The PMR is the average of the government meal rate (GMR) and your
location’s per diem rate.

PMR may be utilized for reimbursement when either the EUM or GMR/PMR option is selected
from the Reimbursement Type drop-down list. When selected, both options default the
Breakfast Provided, Lunch Provided, and Dinner Provided check boxes to checked. If one or
more of the checked Provided check boxes is cleared, however, the M&IE Amount field for
either reimbursement type defaults to the proportional meal rate (PMR) plus the local incidental
per diem rate for the specific date, using current PMR calculations. When GMR/PMR is selected,
the Notes field for the affected date is also changed from GMR to PMR to indicate the
modification.

Messaging

If you clear all three Provided check boxes, you are indicating that no meals are provided, in
which case you should be entitled to commercial meals (i.e., per diem). As you clear the last
Provided check box, a warning message displays, prompting you to confirm the change to the
Per Diem reimbursement type. If you click the Cancel button, the message window closes, the
EUM or GMR/PMR reimbursement type is retained, and the last Provided check box you cleared
is checked.
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9.4.7

A similar error message displays after you use the Apply to All Displayed Expenses feature if it
results in one or more days with a reimbursement type of EUM or GMR/PMR and all Provided
check boxes unchecked. In this scenario, you must select Per Diem from the Reimbursement
Type drop-down list for the corresponding day or check one of the Provided check boxes to
continue.

Per Diem for JTR Travelers [JTR]
NOTE: This section is only applicable to JTR travelers.

When the Reimbursement Type field is set to Per Diem for a particular day, the Meals and
Incidental Expenses window behaves differently for an authorization created for a JTR traveler
(than it does for a trip created for an FTR traveler) to ensure the corresponding M&IE amount is
set to the proper entitlement.

e There is no link for the value in the M&IE Amount field.

e If none of the Provided check boxes are checked and the No Incidentals check box is
also not checked, the M&IE Amount field is set to the appropriate per diem amount for
the trip site and day.

e If you check one or two of the Provided check boxes but the No Incidentals check box
is not checked, the M&IE Amount field is set to the proportional meal rate (PMR) plus
the incidental per diem rate and PMR displays in the Notes field.

e If you check one or two of the Provided check boxes and the No Incidentals check box
is also checked, the M&IE Amount field is set to the PMR and PMR displays in the
Notes field.

e If you check all three of the Provided check boxes but the No Incidentals check box is
not checked, the M&IE Amount field is set to the incidental per diem rate and EUM
displays in the Notes field.

e If you check all three of the Provided check boxes and the No Incidentals check box is
also checked, the M&IE Amount field is set to 0.00.

9.5 Other Estimated Expenses

Other estimated trip expenses (i.e., those that are not lodging, meals, or incidental expenses) can be
added and maintained on the Expenses page of the authorization workflow.

9.5.1 Adding Other Estimated Expenses
Complete the following steps to add additional estimated expenses to the authorization.
1. Click the Add New Expense link on the Expenses page. This displays the Add New
Expense window.
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Add New Expense

Date of Expenser® | | o

Expense:* | Select Expense Typa v |
Amount:* ||]'.C|ﬂ |

Description: | |
Remark: Add an Optional Remark

Site of Expense: | Allow selection of site based on date v ‘

*Required Save and Close Exit Window

Figure 38: Authorization — Add New Expense window

2. Enter the requested information for the expense.

NOTE: Additional fields may display, based on the type of expense selected. The fields
listed in this workflow are the defaults for most expense types.

a. Date of Expense — Enter the date of the expense (formatted DD-MMM-YYYY) in
the field, or click the calendar icon to select a date from the drop-down calendar.
b. Expense — Select the type of expense you are adding from the drop-down list.

TIP: If you do not see the necessary expense type for your trip, contact your
manager or other agency personnel for assistance.

c. Amount — Enter the expense amount in the field. The maximum value allowed
for the field is 99999.99.

d. Description — Enter a description of the expense.

e. Remark - Click the Add an Optional Remark link to expand that section and
enter additional explanatory information about the expense.

f. Site of Expense — If the site where the expense occurred is different than the
default site for that date, select the correct site from the drop-down list.

3. Save your entries.

e Click Save and New to save the expense, clear the fields, and add another
expense.

e Click Save and Close to save the expense, close the window, and return to the
Expenses page.

9.5.2 Editing Other Estimated Expenses
Complete the following steps to edit other estimated expenses on the authorization.

1. Click the Modify link for the expense you want to edit on the Expenses page. This
displays the Edit Expense window.
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Edit Expense - Bus for $5.00 on 24-May-2018

Detail Remarks ~
Date of Expense:* |24-Ma\,r-201 8 | =

Expense: Bus

Amount:* | 5.00 |

Description:

|Daily transpo |

Site of Expense: | 24-May-2018 Toronto, Canada v |

*Required Save and Close Save Exit Window (V]

Figure 39: Authorization — Edit Expense window

2. Make changes as needed.
TIP: You can edit any field in the window except for the Expense field.

3. If you would like to add explanatory information for the expense, click the Remarks tab
and enter those details.

4. Click Save and Close to save your changes, close the window, and return to the
Expenses page.

9.5.3 Copying Estimated Expenses

If you have the same estimated expense on several different days, you can simplify the task of
adding each expense to the authorization by adding the expense for one day, and then copying
that expense to other days. Complete the following steps.

1. Click the Copy link for the expense you want to copy on the Expenses page. This
displays the Copy Expense window.

Copy Expense - Bus for 52.00 on 01-Jan-2018
Copy the expense to the selected dates.

L] selectal

Copy  Expense Date
|:| Tuesdsy, 02-Jan-2018
Wednesday, 03-Jan-2018

Thursday, 04-Jan-2013

OO od

Friday, 05-]an-2018

Figure 40: Copy Expense window
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2. Select the Copy check box of each date to which you want to copy the expense.
e You can select one or more dates.
e Click the Select All check box to select all dates.

3. Click Copy and Close.

954 Private Transportation

Different fields appear in the Add New Expense and Edit Expense windows when you choose to
add or edit a privately owned vehicle (POV) expense using the Private Auto Mileage or Private
Motorcycle Mileage option in the Expense drop-down list.

Add New Expense

Date of Expense:* ‘ 16-Aug-2021 ‘ L

Expense:* [ Private Auto Mileage v|

Subtype:* ‘ Private Auto Authorized v [

From:* ‘ ‘

To* ‘ ’
Calculate Distance Use My Own Distance

Distance:* 0 miles

Remark: Add an Cpticnal Remark

Site of Expense: ‘ Allow selection of site based on date v

*Required Save and Close Exit Window

Figure 41: Add New Expense — Private Auto Mileage expense

9.54.1 Add New Expense

After the Private Auto Mileage or Private Motorcycle Mileage option has been selected from the
Expense drop-down list in the Add New Expense window, complete the following steps to add
this type of expense to the authorization.

1. If you selected Private Auto Mileage, select the appropriate subtype (i.e., Government
Auto Available or Private Auto Authorized) from the Subtype drop-down list. The option
selected in this field determines the mileage rate used for the expense.

2. Enter the starting location for the expense in the From field. You may enter a full
address, street address, city, state or province, country, or zip or postal code.

3. Enter the destination location for the expense in the To field. You may enter a full
address, street address, city, state or province, country, or zip or postal code.

TIP: You may enter a minimum of three characters in the From and To fields, but E2
recommends you be as specific as possible with your entries to ensure the correct
locations are included in the distance calculation.
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9.5.4.2

9.5.4.3

4. Click the Calculate Distance button. The system automatically calculates the distance
between your two locations and displays the result, as well as the calculated expense
amount (i.e., distance multiplied by mileage rate), in the Distance field.

NOTE: Currently, E2 will only calculate the distance in miles. If you need to enter your
distance in kilometers, it is recommended you use the “Use My Own Distance” option
instead.

5. Save your entries.

Add New Expense

Date of Expense:* I 16-Aug-2021 -

Expense:* ] Private Auto Mileage v ]
Subtype:* | Private Auto Authorized v ]
From:* 1060 W Addison St, Chicago, IL 60613, USA |
To:* 333 W 35th St, Chicago, IL 60616, USA |

Calculate Distance Use My Own Distance

Gistancez* 10.6 miles x 0.56 = 5.94 USD <

Remark: Add an Opticnal Remark

Site of Expense: ] Allow selection of site based on date v

*Required Save and Close Exit Window

Figure 42: Add New Expense — Private Auto Mileage, Calculated distance and amount

Edit Expense

The Edit Expense window displays when you choose to modify a Private Auto Mileage or Private
Motorcycle Mileage expense.

e If you enter a new location in the From and/or To field(s), click the Calculate Distance
button to recalculate the distance and estimated expense amount.

e For a Private Auto Mileage expense, if you change the selection in the Subtype field, the
window automatically recalculates the expense amount with the appropriate mileage rate.

e Be sure to save your modifications to update the expense and the authorization.

Manually Enter Mileage

If necessary, you can choose to manually enter your mileage for a Private Auto Mileage or
Private Motorcycle Mileage expense in both the Add New Expense and Edit Expense windows.
Complete the following steps.

1. Enter your starting and destination locations in the From and To fields.
2. Click the Use My Own Distance button. This adds the Distance and Distance Reason
fields to the window.
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3. Enter the distance between the locations in the Distance field.

NOTE: If you are editing an expense or you previously clicked the Calculate Distance
button before clicking the Use My Own Distance button, the Distance field automatically
populates with the calculated distance. You can leave this value in the field or overwrite it
with a new distance value.

4. Select the correct distance unit (i.e., Kilometers or Miles) from the Distance drop-down

list.

5. Inthe Distance Reason field, enter up to 100 characters for the reason you chose not to
use a system-calculated distance and clicked the Use My Own Distance button.

6. Save your entries.

Add New Expense
Date of Expense:*
Expense:®
Subtype:*

From:*

To*

[ 18-Aug-2021 .
| Private Auto Mileage v |
| Private Auto Authorized v |

1080 W. Addison St., Chicago, IL 60613 |
|333 W 35th St, Chicago, IL 60616 |

Calculate Distance (Use My Own Distance)

Distance:*

Distance Reason:*

( J| Miles v

Remark:

Site of Expense:

Add an Optional Remark

| Allow selection of site based on date w |

Save and Close Exit Window

Figure 43: Add New Expense — "Use My Own Distance" button & fields

9544 Private Plane Mileage

While many of the fields for the private transportation expense types are the same, the Calculate
Distance and Use My Own Distance buttons do not display in the Add New Expense or Edit
Expense window when Private Plane Mileage is selected from the Expense drop-down list.

The windows function as they do when the Use My Own Distance button is clicked for the
Private Auto Mileage or Private Motorcycle Mileage expense type — you will need to manually
enter the distance flown between the “from” and “to” locations in the Distance field, and then
select the appropriate distance unit (i.e., Kilometers or Miles) from the drop-down list.
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9.5.5

Add New Expense
Date of Expense:* | 16-Aug-2021 e
Expense:* [ Private Plane Mileage V]
From:* | |
To:* | |
Distance:* | | ‘ Miles o |
Remark: Add an Optional Remark
Site of Expense: | Allow selection of site based on date v ‘
*Reqguired Save and Close Exit Window

Figure 44: Add New Expense — Private Plane Mileage fields

Long-Term Taxable Travel Expenses

If long-term taxable travel is enabled for your office or workgroup and applicable for the trip, E2
automatically calculates the appropriate taxes — Employer FICA, Employer Medicare, and/or
Withholding Tax Allowance — and adds them to the authorization as estimated expenses.

TIP: A trip is considered long-term taxable travel when the duration is greater than 365 days, the
travel type selected for the trip allows tax calculations, and the traveler is traveling under the
Federal Travel Regulations (FTR).

You cannot modify these expenses, but they will be updated as the other expenses on the
authorization (i.e., lodging, M&IE, T&QO) are updated — either manually or automatically by the
system based on the PNR or another document change. If modifications are made to the trip that
result in long-term taxable travel no longer being applicable, these expenses will be automatically
removed from the authorization.

Step 4: Expenses «
Traevlor Namve: ALICE CG ALSUR Trip 1O 09353 Authacization Statuy e AuthorTeto:

Expense trdarmation

Figure 45: Authorization Expenses — Long-Term Taxable Travel Expenses
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9.55.1

9.5.5.2

9.5.5.3

9554

9.6

Tax Effective Date

When an authorization qualifies for long-term taxable travel, E2 determines the date from which
taxes are calculated based on whichever is earlier: the trip start date or today’s date. This tax
effective date will never display on the original authorization, but it will be used to calculate the
appropriate amount for the Employer FICA, Employer Medicare and/or Withholding Tax
Allowance expenses.

Employer FICA

The Employer FICA expense is added to the authorization if the OASDI Indicator field in your E2
Solutions profile is set to R (i.e., indicating FICA is withheld from your paycheck). The amount is
calculated by multiplying the government FICA rate (based on the tax effective date) by the sum
of the expenses (excluding the Employer Medicare expense and any expense with a date less
than the tax effective date).

Employer Medicare

The Employer Medicare expense is always added to the authorization when the trip qualifies for
long-term taxable travel. The amount is calculated by multiplying the government Medicare rate
(based on the tax effective date) by the sum of the expenses (excluding the Employer FICA
expense and any expense with a date less than the tax effective date).

Withholding Tax Allowance

The Withholding Tax Allowance expense is added to the authorization if the Withholding Tax
Allowance (WTA) expense type is enabled for the trip’s major customer, and the Withholding
Tax Allowance (WTA) field in your E2 Solutions profile is set to Yes. The amount is calculated by
multiplying the government WTA rate (based on the tax effective date) by the sum of the
expenses (excluding the Employer FICA and Employer Medicare expenses, and any expense
with a date less than the tax effective date).

Estimating TMC Fees

If you made any reservations for this trip, you should add an estimate of the fee that will be charged by
your travel management center (TMC) to process and ticket your reservations. TMC fees vary by
company and agency agreement, and by the complexity of the reservation, as well as the level of
involvement required to complete the reservation and ticketing functions. There is typically a single TMC
fee for all reservations for a trip.

The TMC fee is shown on the invoice sent to you by your TMC, based on your agency's ticketing
agreement. Your workgroup may have a list of estimated amounts you can use for this purpose, or you
can estimate the fee based on a previous invoice.

Follow the steps in the Adding Other Estimated Expenses section to add an estimated TMC fee expense.

NOTE: In some cases, an estimated TMC fee is automatically added to an authorization that has
associated reservations. If your workgroup has this feature enabled, E2 automatically adds an estimated
expense to the authorization with a description (Estimated TMC Fee expense generated from
Confirmation Number:) followed by the confirmation number for the associated trip reservations.
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9.7 Entering Estimated Expenses in Foreign Currency

If your trip includes a site that is outside of the United States, and you are allowed to enter estimated
expenses in a foreign currency, additional fields are available to you when completing the Expenses

workflow step.

You can enter the following estimated expenses in a foreign currency:

e Lodging

e Other expenses (including transportation expenses)

9.7.1 Foreign Currency Lodging Expenses
Complete the following steps to update a trip's estimated lodging expenses to a foreign currency.

1. Click the Modify link for the Lodging expense on the Expenses page. This displays the
Lodging Expenses window.

2. If necessary, select the site for which you are updating expenses from the Site drop-
down list.

3. Click the Apply to All Displayed Expenses tab to expand that section.

Lodging Expenses
. Apply to All Displayed Expenses
Reimbursement Type: | Mo Change W |
Lodging Amount: |13C|.C|D |
Allowed: [130.00 |
> (Currency or Currency Code: |25-’-1 |
Official Day Off: MNo Change
Shared: | MNo Change W |
¥ Filter Options Apply to Displayed
Figure 46: Lodging Expenses — Currency or Currency Code field

4. Enter the lodging amount in the Lodging Amount field.

5. Enter the allowed amount for lodging in the Allowed field.

6. Inthe Currency or Currency Code field, enter the first few characters of the currency or
country name (or the first part of the currency code), pause, and then select the currency
from the drop-down list.

7. Click Apply to Displayed.

8. If you are updating the lodging expense for multiple sites, click Save, and then repeat
steps 2—7 until all sites have been updated.
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9. Click Save and Close to save your changes, close the Lodging Expenses window, and
return to the Expenses page.

9.7.2

Other Foreign Currency Expenses

Complete the following steps to update other estimated trip expenses to a foreign currency.

1. Onthe Expenses page, click the Add New Expense link or click the Modify link for an
existing expense.
2. Complete or update the required fields.

Add New Expense

Date of Expense:* |D1 Feh-2018 | o
Expense:* ‘ Taxi W
Amount:* ‘ 100 ‘
Currency or Currency
Code:® |2E4 |
Currency Name: Folish Flony
Exchange Rate: 3953 -
5 Dollar Equivalent: 25.30 UsD
Description: ‘Fare from airport |
Remark: Add an Optional Remark

Site of Expense: ‘ Allow selection of site based on date W |

Exit Window

Figure 47: Add New Expense — Foreign Currency Enabled

w

Enter the estimated foreign currency expense amount in the Amount field.

4. Enter the first few characters of the currency or country name (or currency code) in the
Currency or Currency Code field, pause, and then select the correct currency from the
list. For example, if you enter EUR, you will see a list of currency codes for all countries
that use the Euro.

NOTE: The Currency Name, Exchange Rate, and US Dollar Equivalent fields are
automatically updated based on your selection for the Currency or Currency Code field.

5. Save the expense.
e Click Save and New to save the expense and add another expense.
e Click Save and Close to save the expense, close the window, and return to the
Expenses page.

9.8 Reviewing "Pay To" Information for Estimated Expenses

Your workgroup may require you to select the method of reimbursement (Pay To) for all estimated
expenses. If your workgroup requires this information, the summary of estimated expenses at the top of
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the Expenses page is categorized by "Pay To" selection, rather than by expense group. A Pay To field is
also added to the Filter Options and Apply to All Displayed Expenses sections.

Step 3 : Expenses ©

Traveler Name: IMANILOGAN Trip ID:

Expense Information

Agency Billed: 15.00
Traveler: 494,25

Unassigned: 0.00
Amount: 508.25

Figure 48: Authorization Expenses — Summary of Estimated Expenses by "Pay To"

9.8.1 Update Pay To Field

"Pay To" selections should be reviewed for all estimated expenses, including lodging expenses
for each site, meals and incidental expenses (M&IE) for each site, and all additional estimated
expenses. To change the method of reimbursement, select an option from the Pay To drop-down
list. The values in this field are controlled by the expense type and your group's travel policy.

Lodging Expenses

v B A v A

Lodging Site: Chennal, Indla

Order by | Date v

Aunning Tocals

Total Esumaneo Leogery £00.00

Save and Close Save Eant Window

Figure 49: Lodging Expenses — Pay To field
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Meals and iIncidental Expenses
Meails and Incidentals Site: Chennal, India N
Order by: | Date V| SortAscending  Son Descendng
Reimbursement b Per Diem = Beeaktast Lunch Dinees No Official ’r- 1 \ -
Date Type \l;.ur-;: Incidentats MAE Amount Provided Provided Provided Incdentsis Oay O ay Ta Notes
:e_c’ Per Clem 5500 200 oo f::_
| Per Diem V| 8500 200 328 Traveler v
Per Diam v P.0¢ X 1.0 Traveler v
T T P—=—————
teb. | PorDwom V| %500 200 g4 24 Travaler v |o
ol - L . JEast
Tosal Esumared MEIE 350
v
Save and Close Save Exit Window
Figure 50: Meals and Incidental Expenses — Pay To field
Add New Expense
Date of Expense:* |29_Jan_2[|13 | g
Expense: | Taxi W |
Amount:* | 0.00 |
Description: | |
Ga)' To* | Travel Charge Card VD
Remark: Add an Optional Remark
Site of Expense: | Allow selection of site based on date A
*Required Save and Close Exit Window
Figure 51: Add New Expense — Pay To field
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10 Completing the Accounting Step

Use the Accounting page to select the accounts to fund your trip or travel advance request. You can also
add or remove account codes from your favorites.

TIP: Skip this step if you do not normally select funding sources for your travels. Click Save and Next
Step to move to the next step in the authorization process.

Step 5: Accounting «
Traveler Name: RS UNCOLN TripiD: 287723 Autnorization Saaras Resecuar

Accounting

Select Account Codes &

Spiit Funding

41

Save and Next Step Save Batkig Sep & Repanses

Figure 52: Authorization — Accounting page

Complete the following steps.

1. Review the accounts selected to fund your trip or your travel advance request. If you have
selected multiple accounts, verify that the total amount allocated covers all estimated expenses or
the complete advance amount.

2. If necessary, adjust the amount or percent allocated to each account.
3. Make changes as needed.
e Click the Select Account Codes link to select accounts to fund your trip.
e Click the Add link to save a selected account as a favorite.
e Click the Delete link to remove the account from the authorization or advance request.
e Click the Split Funding link if you have multiple accounts to fund your trip and you want
to identify specific funding sources with specific expenses or travel dates.

NOTE: The Split Funding link is unavailable when you are funding travel advance
requests.

4. Click Save and Next Step to move to the next step in the authorization process.

10.1 Select Account Codes from a Favorites List

Complete the following steps to select account codes for the authorization that have been saved to a
favorites list.
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1. Click the Select Account Codes link. This displays the Account Code Selection window with
focus on the Select Account Codes tab (if favorites exist).

Account Code Selection

Select Account Codes

{ select Source

Traveler Profile
Trawveler Profile
Major Customer
Major Customer
Organization

QOrganization

(DDDDDDD

QOrganization

Search Account Codes

Description Account Code

DOED Account Code  0013X2007.8.2007 ES000000.DFX 21010.0.000.938. N.0000.000000.000000

DOED Account Code  0013X2007.B.2008.E5000000.DKX.21010.0.000.938.N.0000.000000.000000

Major-LT 0013X2007.8.2007 ES000000.DKX.21010.0.000.933. N.0000.000000.000000
Major 0201M2007 B. 2008 EPO00000.IMB.21010.0.000.170.N .0000.000000.000000
Crg 001 3X2007 5 2007 ES000000. DEX.21010.0.000.933 N.0000.000000.000000
Org again 0201M2007.8. 2007 EP000000.IMB.21010.0.000.170.N.0000.000000.000000
RT-LT-CRG 0201M2007.5.2008.EPO00000.IMB.21010.0.000.170.N.0000.000000.3000:00

Select and Close Select Exit Window

Delete
Delete

Delete

Figure 53: Account Code Selection — Select Account Codes tab

Click the Select check box to the left of each code you want to use to fund the authorization.
Click Select and Close to save your selection(s), close the Account Code Selection window, and
return to the authorization's Accounting page.

10.2 Search for Account Codes

Complete the following steps to search for specific account codes.

1. Click the Select Account Codes link. This displays the Account Code Selection window.
2. Click the Search Account Codes tab.

Account Code Selection

Select Account Codes

Drill-Down Search

Search Account Codes

FUND CODE: [ 0013X2007 v | (Refine search)

Exit Window Search by Segment

Figure 54: Account Code Selection — Search Account Codes tab

3. Locate the account code.

e Drill-down method (default)—This option allows you to search for account codes by
drilling down through the segments of each code.
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i. Select a value from the drop-down list.
ii. Click the Refine Search link. A list displays for the next segment.
iii. Repeat steps i—ii until you have selected the necessary search criteria.
iv. Click Search to display the list of account codes matching your search criteria.
e Segment method—This option allows you to search for a segment with specific
information, such as a department, program, or funding year.
i. Click the Search by Segment link.
il Enter the segment information to use as search criteria in the appropriate
field(s).
iii. Click Search to display the list of account codes matching your search criteria.
Click the Select check box to the left of each code you want to use to fund the authorization.
Click Select and Close to save your selection(s), close the Account Code Selection window, and
return to the Accounting page.

10.3 Add a Dimensional Account Code

Complete the following steps to add a dimensional account code to the authorization.

1. Click the Select Account Codes link. This displays the Account Code Selection window.

2. Click the Add Account Codes tab.

3. Enter segment values in each field, or click the Search button next to a field to select from a list
of values in the Dimensional Accounting Code Search window. You can also enter one or more
characters of the segment value or description in a field, and then click Search to limit the list to
segment values and descriptions that start with the entered data.

TIP: To see information about a segment, including the maximum length, float the pointer over
the segment field to view the associated hover text.
Dimeasional Accounting Code Search
At anit Claue
Exnty |
Figure 55: Dimensional Accounting Code Search
CWTSatoTravel Proprietary & Confidential Page 61



UG25 Creating Authorizations

10.3.1

4. Select from the following options:

e Click Add and Close to add the newly created dimensional account code to the
authorization, close the Account Code Selection window, and return to the Accounting
page.

e Click Add to add the new dimensional account code to the authorization, but clear the
fields and leave the Account Code Selection window open, allowing you to enter or select
additional account codes.

Accounting Code Templates

Account code templates allow you to prepopulate all or part of a dimensional account code, and
then alter or add segment values as needed. Any account code already associated with the
authorization appears in the Trip Accounting Code Templates section on the Add Account
Codes tab of the Account Code Selection window. Favorite account codes are listed in the
Favorite Account Code Templates section.

Select a template from either section, and then scroll to the top of the tab to enter or search for
the remaining segment values.

Account Code Selection
Select Account Codes Search Account Codes  Add Account Codes

Bilateral Obl Doc Mot | |
Bilateral Obl Line No: | |
*Required

Trip Accounting Code Templates

Description Account Code

2012201 LANT211/131 26MAECC/OE-TVT 15-041\1800041...

Favorite Accounting Code Templates
Source Description Account Code

Traveler Frofile fav accr 207 TNANAC )T Z-1 9T 1 SMALAIDVMWAN AN AVMAVNANNANNA

Add and Close Add Exit Window

Figure 56: Account Code Selection — Accounting Code Templates
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10.4 Add Favorite Account Codes

Use the Account Code Selection window while assigning account codes to a trip, advance, or local travel

claim to add account codes to a Favorites list. These favorites are then readily available when you create

your travel authorization. If a code is not added as a favorite, you have to search for it each time you want
to use it.

TIP: The ability to add account codes to a Favorites list is a controlled feature that may not be available to
all users. Contact your travel policy manager if you require assistance with account codes.

Complete the following steps.

1. Click the Add link to the right of the account code you want to add to a Favorites list. This
displays the Add to Favorites window.

Step 5 : Accounting
Teavelar Name: 25 LINCOLN Trp iz 237723 Aur ton Status - e
Accounting
Amour 1 Percent Balence ASS 1o
Descripton Account Code Othgated NaMance Dedets
¥ - Allocates Avodable  Pavorites
.
Ms ) TBJ00SE Q00 % 9355358 04 A Qe
otal
Remaining amount to be 0O
Miocatert
Tatal chaim amont
Selact Account Codes i
Spiit Funding o

Figure 57: Authorization Accounting — Add link

2. Select the Local Travel check box to make the account available as a favorite for local travel
claims.

3. Enter a name for the favorite in the Description field. Naming a favorite account code can make
it easier to determine which account you want to use.

4. Select the level at which you want to share the favorite from the Save to drop-down list. (Travel
policy limits the choices available to you.

Local
Travel:

Description: | |

Save to: | My Profile v|

Add and Close Exit Window

Figure 58: Accounting — Add to Favorites window

5. Click Add and Close to add the account code to your favorites and close the window.
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10.5 Using Split Funding (Multiple Account Codes)

If you select multiple accounts to fund your travel, you can identify which expense types should be funded
from each account, or you can choose to fund expenses for a range of days from each account. Splitting
funds by expense type is the default action.

TIP: You cannot split funds by expense type and also by expense date. If you have already split your
funds, you will be prompted to confirm your actions if you attempt to change your funding method from

expense type to expense date.

10.5.1 Split Funding by Expense Type

Complete the following steps.

1. Click the Split Funding link. This displays the Split Funding window.

split Funding For Travel Between

Split Funding By Expense Type

Expense Type

Bus

Expense Type
Lodging

Expense Type

Meals and Incidentals
Expense Type

Private Auto Mileage

Save and Close Save

24-May-2018 and 31-May-2018

Account Code
000000 DKX 21010.0.000.935 N_0000.000000.000000

Account Code

000000.DKX.21010.0.000.935.N.0000.000000.000000

Account Code

000000.0KX.21010.0.000.938.N.0000.000000.000000

Account Code

000000.0KX.21010.0.000.938.N.0000.000000.000000

Exit Window Split By Expense Date

v

Amount

5.00

Amount

1086.00

Amount

726.00

Amount

136.25

Detail
Detail
Detail
Detail
Detail
Detail
Detail

Detail

Figure 59: Authorization — Split Funding window

NOTE: If your agency has method of reimbursement ("Pay To") enabled, clicking the
Split Funding link returns the following Split Funding window.
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Split Funding For Travel Between 29-Jan-2018 and 05-Feb-2018

(_Accounting Balances ~ _\
Account Code Obligated Balance Amount Allocated Pay To Trv Pay To TCC Pay To CBA
0013%2007.6.2008 ES000000.DKX.21010.0.000.538.M.00... 50.00 $1128.89 4250 $0.00 $1086.35
0202M2017.4.2017. ENCDOO000.6M2.2101 0.4 A00.000.M.00... $2644.79 $1128.89 $42.50 $0.00 5$1086.39
Total 52644.79 §2257.78 $85.00 $0.00 §$2172.78

. J
Split Funding By Expense Type
Expense Type Account Code CBA ) Amount Detail
Lodging 000000.DKX.21010.0.000.935.N.0000.000000.000000 v ¥ 1575.28 Detail
Expense Type Account Code CBA | Amount Detail
Meals and Incidentals 000000.DKX.21010.0.000.938.N.0000.000000.000000 [~ v 587.50 Detail
Expense Type Account Code CBA | Amount Detail
Parking 000000.DKX.21010.0.000.938.N.0000.000000.000000 [~ N 85,00 Detail

Save and Close Save Exit Window Split By Expense Date

Figure 60: Split Funding — "Pay To" Enabled

2. Select the accounts to fund each type of expense.
e To fund an expense type from a single account, select the account from the
Account Code drop-down list.
¢ If you want to fund an expense from more than one account, complete the
following steps:
i. Click the Detail link for the expense type. This expands the section for that
expense type.
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5plit Funding By Expense Type

Expense Type
Bus

Expense Type
Lodging
Expense Type

Meals and Incidentals

Split Funding For Travel Between 24-May-2018 and 31-May-2018

Account Code

Amount Detail

000000.DKX.21010.0.000.938.N.0000.000000.000000 |w| 5.00 Detail

Account Code

Amount Detail

000000.DKX.21010.0.000.938.N.0000.000000.000000 [v| 1086.00 Detail

Account Code

Amount Detail

100000.DKX.21010.0.000.935.N.0000.000000.000000 [v| 726.00 Detail

r,-Ex ense Type
P YP

Private Auto Mileage

Account Code

(00.000000.000000

0202M2017.A.2017.ENAODCOD
00.000000.000000

.

Account Code

0013%2007.B.2008.E5000000.DKX.21010.0.000.938.N.00

B6M2.21010.A.PAC.000.N.00

Amount  Detail -‘\

136.25

Save and Close Save Exit Window Split By Expense Date

Figure 61: Split Funding — Expense Type Detalil

ii. Enter the amount of the expense you want to fund from each account in
the corresponding Amount field. For lodging or meal expenses, select the
account to fund expenses for each day of the trip.

Split Funding By Expense Type A
Expense Type Account Code Amount Detail
Bus 000000.DKX.21010.0.000.938 N.0000.000000.000000 |v| 500 Detail

¢ Expense Type Account Code Amount Detail )

Ledging 1086.00 ﬁ
Date Account Code Amount
24-May-2018 D00000.DKX.21010.0.000.938.N.0000.000000.000000 |w| 181.00
25-May-2012 D00D00.DKX.21010.0.000.938.N.0000.000000.000000 [v| 181.00
26-May-2018 D00000.DKX.21010.0.000.938.N.0000.000000.000000 |w| 181.00
27-May-20123 D00D00.DKX.21010.0.000.938.N.0000.000000.000000 [v| 181.00
28-May-2018 D00000.DKX.21010.0.000.938.N.0000.000000.000000 |w| 181.00
20-May-2012 D00D00.DKX.21010.0.000.938.N.0000.000000.000000 [v| 0.00

MEVQU'] aonoon e A0 0 0An a2 b OO0R Oo0oan aooonan ¥| 121 OD_) vl

Figure 62: Split Funding — L

odging Expenses Detail
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3. Click Save and Close to save your selections, close the Split Funding window, and
return to the authorization's Accounting page.

10.5.2 Split Funding by Expense Date
Complete the following steps.
1. Click the Split Funding link. This displays the Split Funding window.

2. Click the Split by Expense Date link. This displays the Split Funding by Expense Date
section in the window.

Split Funding For Travel Between 24-May-2018 and 31-May-2018

Split Funding By Expense Date

. . i
Expense Beginning: |24—Ma\;—2018 | -
Expense Ending: |31-May-2018 |f‘-h
Account Code:

DO0000.DKX.21010.0.000.938.N.0000.000000.000000 [v|

Add Split Funding

From To Account Code Amount Delete

6 Mo split fund date range has been entered.

Save and Close Save Exit Window Split By Expense Type

Figure 63: Split Funding — Split Funding by Expense Date

3. Select the date range for the funding. Expenses within this date range will be funded from
the selected account.

Expense Beginning — Enter the beginning date of the range (formatted DD-
MMM-YYYY) in the field, or click the calendar icon to select a date from the drop-
down calendar.

Expense Ending — Enter the ending date of the range in the field, or click the
calendar icon to select a date from the drop-down calendar.

4. Select the account to use for funding from the Account Code drop-down list.

5. Click Add Split Funding. The details for the established date range displays in the data
grid below the button.
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Split Funding For Travel Between 24-May-2018 and 31-May-2018

Split Funding By Expense Date

. . Sy
Expense Beginning: |24—May—2018 | g
“ﬁ

Expense Ending: |26-May-2018 |

Account Code: D00000.DKX.21010.0.000.938.N.0000.000000.000000 [v|

Add Split Funding

From To Account Code Amount Delete
0013%2007.8.2008.E5000000.0KX.21010.0.000.938.M.00
2 -2 -May-201 . t
24-May-2018 26-May-2018 00.000000.000000 1011.00 USD  Delete
Total: $1011.00
Remaining amount to be allocated: $942.25
Total claim amount: $1953.25

Save and Close Save Exit Window Split By Expense Type

Figure 64: Split Funding — Expense Date Funding Selections

6. Repeat steps 3-5 until you have funded all of your estimated expenses.
7. Click Save and Close to save your selections, close the Split Funding window, and
return to the authorization's Accounting page.
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11 Completing the Travel Policy Step

The authorization's Travel Policy page displays information about your trip that may be outside of your

group's travel policy. It also displays contracted fare information for any city pairs that exist for your trip.
The following sections may be included on the page:

e Travel Policy Justifications
e Travel Policy Warnings
e City Pair Information

Complete the following steps.

1. Review each section and make selections, if required.
2. Click Save and Next Step to continue. If no selections are required, click Next Step.

11.1 Selecting Travel Policy Justifications

The Travel Policy Justifications section lists reservation items that require further explanation.

Travel Policy Justifications

Policy Item Infarmation Explanation

Air Cabin

Coach
Clazs |

v | within palicy

Contract
Carrier Fare

Rental Car
Type

United Airlines

| Government Fare did not mest mission requirements. (C1)

| Compact

A4 | Within policy

Figure 65: Authorization Travel Policy — Travel Policy Justifications

Complete the following steps.

1.

11.11

11111

Review the entries in the Policy Item, Information, and Explanation columns. If the authorization
has an associated reservation, the information and explanations may reflect selections you made
during the booking process.

Select the appropriate information and explanations from the corresponding drop-down lists.

TIP: Selections are required if the policy item is displayed.

Air Cabin Class

A justification is required if the authorization includes an Airfare expense but no associated
reservation.

Information

Select one of the following options from the Information drop-down list to indicate the booked
cabin class.

e Business class

e Coach

e First class

e Premium Economy

CWTSatoTravel
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11.1.1.2 Explanation

When you select Coach from the Information drop-down list, the Explanation field displays
Within policy and no alternate explanation may be selected. If you select anything other than
Coach, however, select one of the following options from the Explanation drop-down list to
explain your selection.

e Business class: Accommodate Special Need (B1) — Select this option if you booked
business class due to an agency-certified medical disability or other special need.

e Business class: Except Security Circumstances (B2) — Select this option if you
booked business class because your agency has determined that exceptional security
circumstances exist.

e Business class: Inadequate Health Standard Or Sanitation (B3) — Select this option
if you booked business class because coach class accommodations on an
authorized/approved foreign air carrier do not provide adequate sanitation or health
standards.

e Business class: Only Business Fare For City Pair (B4) — Select this option if you
booked business class because no coach class accommodations were provided for
regularly scheduled flights between your origin and destination points.

e Business class: Costs Paid From Non Gvt Source (B5) — Select this option if you
booked business class because your transportation costs are paid in full through agency
acceptance of payment from a non-federal source.

e Business class: Org/Dest Is Oconus (B6) — Select this option if you booked business
class because your origin and/or destination are/is OCONUS and the scheduled flight
time (including stopovers and change of planes) exceeds 14 hours.

e Business class: Overall Cost Savings (B7) — Select this option if you booked
business class because your selection will result in an overall cost savings to the
government by avoiding additional subsistence costs, overtime, or lost productive time.

e Business class: No Timely Space In Coach (B8) — Select this option if you booked
business class because no space was available in coach class accommodations in time
to accomplish your mission, which is urgent and cannot be postponed.

e Business class: Required For Agency Mission (B9) — Select this option if a business
class selection was required because of agency mission, consistent with your agency’s
internal procedures.

e First class: No Other Class Available W/In 24 Hrs (F1) — Select this option if you
booked first class because no coach class accommodations were reasonably available
(within 24 hours of your proposed departure or arrival).

e First class: Medical Disability Or Special Need (F2) — Select this option if you booked
first class because you have an agency-certified medical disability or special need.

e First class: Excptnl Security Required (F3) — Select this option if you booked first
class because your agency has determined that exceptional security circumstances exist.

e First class: Required for Agency Mission (F4) — Select this option if a first-class
selection was required because of agency mission, consistent with your agency’s internal
procedures.

e Premium Economy: Approved Seating Upgrade (P1) — Select this option if travelers
in your agency are authorized to use an airline’s “other-than-coach” class of service that
is not considered first or business class, in accordance with the agency'’s internal policies
and procedures.
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11.1.2 Contract Carrier Fare
A justification is required if the selected air reservation was not a contracted fare (i.e., not YCA or
—CA).

11.1.21 Information
The Information field displays the name of the carrier.

11.1.2.2 Explanation
The Explanation field defaults to the explanation selection when the reservation was booked, but
you can select a different option, if necessary, from the drop-down list.

e Contract fare used or no contract fare exists (C0) — Select this option if a contract
fare was used for your reservation or if no contract fare exists for the city-pair market.

e Contract fare will not meet mission (C1) — Select this option if space on a scheduled
contract flight was not available in time to accomplish the purpose of travel.

e Use of contract fare incurs unnecessary lodging (C2) — Select this option if the use
of contract service would require you to incur unnecessary overnight lodging costs, which
would increase the total cost of the trip.

e CP schedule conflicts with agency policies (C3) — Select this option if the contract
carrier’s flight schedule was inconsistent with the explicit policies of individual federal
departments and agencies (where applicable) to schedule travel during normal working
hours.

¢ Non-contract carrier offers lower public fare (C4) — Select this option if a non-
contract carrier offers a lower fare to the general public that, when used, will result in a
lower total trip cost to the government.

e Smoking permitted on CP and nonsmoking section not acceptable (C6) — Select
this option if smoking is permitted on the contract air carrier and the non-smoking section
of the contract aircraft is not acceptable.

11.1.3 Fly America Act
A justification is required if your airline reservation was not booked with a U.S. flag air carrier (i.e.,
the selected airline does not comply with the Fly America Act).
11.1.3.1 Information
The Information field displays the name of the carrier.
11.1.3.2 Explanation
Select one of the following options from the Explanation drop-down list to explain your selection.

e Use of foreign air deemed necessity (R1) — Select this option if the use of a foreign air
carrier was determined to be a matter of necessity, in accordance with section 301-
10.138 of the FTR.

e Flight provided under approved. DOT agreement (R2) — Select this option if your
booked flight is provided under a bilateral or multilateral air transportation agreement to
which the United States government and the government of a foreign country are parties,
and which the Department of Transportation has determined meets the requirements of
the Fly America Act.

e DOS/USIA/USIDCA/ACDA traveler, outs. US (R3) — Select this option if you are an
officer or employee of the Department of State, United States Information Agency, United
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States International Development Cooperation Agency, or the Arms Control Disarmament
Agency; your travel is paid with funds appropriated to one of these agencies; and your
travel is between two locations outside the United States.

Foreign air used to/from nearest interchange (R4) — Select this option if no U.S. flag
air carrier provided service on a particular leg of your route, so a foreign air carrier
service was selected to travel to or from the nearest interchange point to connect with a
U.S. flag air carrier service.

US carrier routes traveler on foreign carrier (R5) — Select this option if a U.S. flag air
carrier involuntarily rerouted your travel on a foreign air carrier.

Foreign flight 3 hrs or less, US carrier doubles hrs (R6) — Select this option if service
on the foreign air carrier is three hours or less, while the use of a U.S. flag air carrier
would at least double your en route travel time.

Transportation costs reimbursed by 3 party (R7) — Select this option if the costs of
your transportation will be reimbursed in full by a third party.

Int. Travel — US carrier extends travel by 24 hrs (R8) — Select this option if the use of
a U.S. flag air carrier service for international travel would extend your travel time,
including delay at origin, by 24 hours or more.

No US air nonstop service, US service extends travel (R9) — Select this option if a
U.S. flag air carrier does not offer non-stop or direct service between your origin and
destination, and use of a U.S. flag air carrier would extend your travel time by at least six
hours or more.

US intrnl air available but extends travel time (R10) — Select this option for travel
solely outside the United States if use of a U.S. flag air carrier would extend your travel
time by six hours or more.

11.1.4 Hotel Booking
A justification is required if your trip exceeds 12 hours in length and includes booked lodging
expenses, but the reservation does not include a hotel or no reservation exists.

11141 Information
The Information field defaults to the phrase No Reservation and is disabled.

11.1.4.2 Explanation
Select one of the following options from the Explanation drop-down list to explain your lack of a
hotel reservation.

e No response (HCO) — Select this option to provide no response as justification.

e No hotel booking — hotel not required (HC1) — Select this option if you are using
unconventional lodging for your trip and a hotel was not required.

o Hotel booked directly or via other means (HC2) — Select this option if your lodging
was directly booked as part of your meeting or conference attendance.

e Booked through TMC (HC3) — Select this option if you booked a policy-compliant hotel
through your approved TMC.

e Remote location (HC4) — Select this option if you are traveling to a remote CONUS or
foreign destination and lodging could not be booked via E2 or your TMC. Enter the rate,
hotel name, and an explanation as a remark on the authorization.

e Booked directly (HC5) — Select this option if your lodging was booked directly with the
hotel, outside of E2 or your TMC. Enter the rate, hotel name, and an explanation as a
remark on the authorization.

CWTSatoTravel Proprietary & Confidential Page 72



UG25 Creating Authorizations

11.15 Hotel Rate Over Per Diem
A justification is required if your hotel reservation includes one or more nights booked above the
per diem rate.
NOTE: Refer to the Travel Policy Warnings section for more information on this issue.
11151 Explanation
Select one of the following options from the Explanation drop-down list to justify your booking.

e No response (HRO) — Select this option to provide no response as justification.

e Lowest rate for authorized room type (HR1) — Select this option if you booked the
lowest rate for the authorized room type.

e Lower rate booked with non-preferred vendor (HR2) — Select this option is booking a
lower rate would have required utilizing a non-preferred vendor.

e Higher rate booked — room sharing (HR3) — Select this option if the higher rate was
booked because you will be sharing the room.

e Higher rate booked - lowest cost room type sold out (HR4) — Select this option if the
higher rate was booked because the room type with the lowest cost was sold out.

e Higher rate booked — no props avail within per diem (HR5) — Select this option if the
higher rate was booked because there were no properties available with rooms at the per
diem rate.

e Higher rate booked — declined preferred room type (HR6) — Select this option if the
higher rate was booked because you declined the preferred room type.

e Higher rate booked — declined lower cost alternatives (HR7) — Select this option if
the higher rate was booked because you declined all lower cost alternatives.

11.1.6 Lowest Logical Airfare
A justification is required if commercial air was selected as the mode of transportation for at least
one segment of the trip, and the booked amount exceeds the lowest logical airfare.
NOTE: Refer to the Travel Policy Warnings and City Pair Information sections for more
information on this issue.

11.1.6.1 Explanation
Select one of the following options from the Explanation drop-down list to explain your selection.

e No response (AF0) — Select this option to provide no response as justification.

e Change/Cancellation Penalties (AF1) — Select this option if the higher airfare was
booked because of the change/cancellation penalties associated with the lowest logical
airfare.

e Additional costs offset savings (AF2) — Select this option if the higher airfare will
result in an overall cost savings by avoiding additional subsistence costs that may have
been incurred as a result of booking the lowest logical airfare.

e LLA schedule conflicts with mission schedule (AF3) — Select this option if the higher
airfare was booked because the schedule of the lowest logical airfare conflicts with your
mission schedule.

e No assignable seats on the LLA carrier (AF4) — Select this option if the higher airfare
was booked because no assignable seats were available on the LLA carrier.
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e LLA schedule excessively prolongs travel (AF5) — Select this option if the higher
airfare was booked because the schedule of the lowest logical airfare would overly
extend your travel time.

e LLA carrier does not offer flight during work hours (AF6) — Select this option if the
higher airfare was booked because the LLA carrier does not offer any flights during
working hours.

11.1.7 Rail Cabin Class
A justification is required if the authorization includes a Rail expense but no associated
reservation.

11.1.71 Information

Select one of the following options from the Information drop-down list to indicate the booked
cabin class.

e Business class
e Coach
e First class

11.1.7.2 Explanation

When you select Coach from the Information drop-down list, the Explanation field displays
Within policy and no alternate explanation may be selected. If you select anything other than
Coach, however, select one of the following options from the Explanation drop-down list to
explain your selection.

NOTE: The explanations are the same for both business and first class.

e Coach class accommodations not available. (T1) — Select this option if you booked
business or first class because no coach class service was available within 24 hours of
travel.

e Traveler has disability or special need. (T2) — Select this option if you booked
business or first class due to an agency-certified medical disability or special need.

e Exception security circumstances. (T3) — Select this option if you booked business or
first class because your agency has determined that exceptional security circumstances
exist.

e Foreign rail coach class inadequate for health. (T4) — Select this option if you booked
business or first class because coach class for the foreign rail service does not meet
health standards.

e Consistent with agency mission. (T5) — Select this option if a business or first-class
booking was required for your mission, consistent with your agency’s internal procedures.

e Federal agency determined that is advantageous to the government. (T6) — Select
this option if you booked business or first class because your federal agency deemed it
advantageous to the government.

e Exceptional security circumstances exist. (T7) — Select this option if you booked
business or first class because your agency has determined that exceptional security
circumstances exist.

11.1.8 Rental Car Booking

A justification is required if your trip includes a Rental Car expense, but the reservation does not
include a rental car or no reservation exists.
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11.1.8.1 Information
The Information field defaults to No Reservation and is disabled.

11.1.8.2 Explanation
Select one of the following options from the Explanation drop-down list to explain your lack of a
rental car booking.

e No response (CC0O) — Select this option to provide no response as justification.

e No car booking — car not required (CC1) — Select this option if there is no car
reservation because a rental car is not required.

e No car booking — sold out (CC2) — Select this option if there is no car reservation
because the company was sold out.

e Car booked directly or via other means (CC3) — Select this option if there is no car
reservation because the rental car was booked directly with the company, outside of E2
and your TMC.

11.1.9 Rental Car Type
A justification is required if the authorization includes a Rental Car expense.

11.19.1 Information
Select one of the following options from the Information drop-down list to indicate the size of
your booked rental car.

e Mini

e Economy

e Compact

e Intermediate

e Standard

o Full size

e Premium

o Luxury

e SUV

e Passenger van

e Other

11.1.9.2 Explanation
If your selected car type is within your agency’s travel policy, the Explanation field displays
Within policy and no alternate explanation may be selected. If you selected a car type, however,
that is out of policy, select one of the following options from the drop-down list to explain your
selection.

e Medical disability or other special need (CE1) — Select this option if you booked an
out-of-policy car due to an agency-certified medical disability or special need.

e Agency Mission (CE2) — Select this option if an out-of-policy car was required for your
mission, consistent with your agency’s internal procedures.

e Costis less than or equal to in policy car (CE3) — Select this option if you booked an
out-of-policy car because the cost was less than or equal to that of an in-policy car.

e Multiple employees (CE4) — Select this option if you booked an out-of-policy car
because an in-policy vehicle would not accommodate the transportation of multiple
employees.
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e Large amount of Government material (CE5) — Select this option if you booked an
out-of-policy car because an in-policy vehicle could not accommodate the transportation
of large amounts of government material.

o Safety (severe weather, rough terrain) (CE6) — Select this option if you booked an
out-of-policy car out of a concern for safety at your destination.

e No Compact car available (CE7) — Select this option if you booked an out-of-policy car
because no compact car was available.

11.1.9.3 Explanation: Lowest Compact Car (LCC)

If the Lowest Compact Car (LCC) feature is enabled for your agency, and you selected an out-of-
policy car from the Information drop-down list, select one of the options listed above to justify
your selection. If, however, you selected an in-policy car (e.g., Compact) from the Information
drop-down list, select one of the following options from the Explanation drop-down list to explain
your selection.

NOTE: Refer to the Travel Policy Warnings section for more information on this issue.

e Car within Policy (CEO) — Select this option to indicate the selected car is within policy.

e Other than least expensive compact for agency mission (CE8) — Select this option
to indicate that while you selected an in-policy car, it was not the least expensive
compact car, based on the needs of your mission.

11.2 Review Travel Policy Warnings

The Travel Policy Warnings section displays other items that may deviate from standard policy, including
hotels booked over the per diem rate, the actual reimbursement type selected for lodging or M&IE, and
official days off during the trip. This section also displays the lowest logical airfare available to you at the
time you booked your travel, as well as the actual booked airfare.

This section is for review only, and no action is required.

Travel Pelicy Warnings

Policy ltem Information
Lowest Lagical Airfare Standard Confirmation Number: EFZRGM, LLA: 915.11, Booked Airfare: 1165.11
Lowest Compact Car Confirmation Number: EFZRGM, LCC: Mot Available, Booked Rental Car: 376.30

Figure 66: Authorization Travel Policy — Travel Policy Warnings

11.3 Review City Pair Information

The City Pair Information section displays contracted fares for trip sites, including all combinations for
metro-related city pairs. All listed fares are one-way fares.

This section is for review only, and no action is required.

City Pair Information

All fares listed are one way fares per GSA City Pair Program.
City Pair YCA Fare -CA Fare

Washington DC Metro Area (WAS) > London Metro Area (LON) 340.00 0.00

Figure 67: Authorization Travel Policy — City Pair Information
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12 Completing the Summary Step

The Summary page displays you travel authorization information. By default, all sections are expanded.

Step 7: Summary o
Traveder Name: 185 LINCOLN TripiDx 28778 Authonzation Stetus!  New Authorzstan
apss or gxpand all sect
Basic nformation - Egit Defuils v
Reservation - Ldit Detalls v
Site Details - Edil Details ~
Expenses - Edit Detaily v
Accounting - Edif Dedails v
Travel Policy Justifications - £dit Details v
Travel Policy Warnings v
City Pair Information v
Remarks - Edit Details v
Receipts and Attachments - [dit Details v
Sack iz Siep & Trave Policy

Figure 68: Authorization — Summary page

Complete the following steps.

1. Review each section on the Summary page. Click the Edit Details link within a section header to
return to that step in the workflow process to make changes.

TIP: Since the Travel Policy Warnings and City Pair Information sections are informational only,
they do not include an Edit Details link within their section headers. If you want to return to the
Travel Policy step, click the Edit Details link in the Travel Policy Justifications header.

2. Click Send to Approver. This displays a Confirm Action window.

NOTE: If E2 detects a problem, an error message displays at the top of the Summary page. If
necessary, return to the referenced workflow step, correct the problem, and then try clicking Send
to Approver again.

3. Click Confirm.

CWTSatoTravel Proprietary & Confidential Page 77



UG25 Creating Authorizations

13 Other Actions Available While Creating an Authorization

The Other Actions section on the left side of E2 provides links to actions that are commonly performed

while creating an authorization, including:

e Adding an advance

¢ Viewing advance details

e Adding a non-federal sponsor for the trip
e Adding trip days as leave

e Attaching documentation

e Viewing a printable authorization

e Printing a compact authorization

e Adding remarks

¢ Viewing a summary of daily expenses

e Viewing itinerary details

e Viewing trip history

e Viewing routing history

¢ Viewing the document routing path

e Requesting travel agent assistance

e Emailing your travel agent

¢ Viewing comparative airfare

e Viewing open or group authorization details

13.1 Add an Advance

You can request travel advances if they are allowed. (Travel advances are a controlled feature and may
not be available to all users.) When you add an advance, the Advances and Advance Accounting steps

are added to the authorization's workflow.

Complete the following steps to request a travel advance for the trip.

1. Click the Add Advance link in the Other Actions section. This adds the Advances step to the

authorization workflow and takes you to that page.

Step 6: Advances o

Troveler Name: 575 UNCOLN

Advance Request

Amount
Already

Roguested:

Advance Y
)i 00
Amount:*

Documnent

Number:

Save and Naxt Step Save Ep 5 5 Asouog

Figure 69: Authorization — Advances page
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2. Enter the amount you want to request in the Advance Amount field. The system displays the
recommended and maximum amounts you can request.

e If you are allowed to retain advances, the amount of advances currently retained displays
in the Retained Advance Amount field. This feature allows you to retain an advance
that you were unable to liquidate, and liquidate the retained amount on a future trip.

[ )

If you are allowed to receive advances in a foreign currency, enter the advance amount in
the currency you will select from the Payment Options drop-down list.

If you have multiple payment options established in your user profile, select the payment option to
use for the advance from the Payment Options drop-down list.

3.

Step 5:Advances v

Traretier Namme  NARY ALSSURN Trip D 299328 Adwirte D New Advance Status  hrw

Advance Request

Amount

Already 0.CO US Doliar Equivalent
fequested:

Retained

Advance 0.C0 US Dollar Equivalent

Amaunt

vanee

Amount*

Payment 57000, REMS EFT BANK NAME 7850

Currency:  Philppine Peso (114
Exchange

Rate

US Dollar
Equivalent: =
Document
Numbar

Save and Next Siep Sove S20x 20 30en 3 Accounung

Figure 70: Authorization Advances — Foreign Currency Payment

4. Click Save and Next Step to move to the Advance Accounting step. The Advance Accounting
page displays.

Step 7 : Advance Accounting o

Traveter Name: &S LINCOLN Teip @ 287723

Adwoece 3 134583 Advance Stanesr  Ne
Accounting

L B Amaournt Percern Batance Acd e L

A SN Etcown Code O ted Balans <icte

eSOy reer L Dkgated Niocaed Abocared Avellatie  Favornes

~t - -
FULIRE LR 3 QOO IR0 = . s 643 A0  Delee
o) 340 2 W s 2.0 0 00t 9553353 04 ag s

Totad clsermn amount

aelect Account Codes &

Zave and Naxt Step Sam Sack ta Siea £ A2anie

Figure 71: Authorization — Advance Accounting page
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5. Select the account codes you want to use to fund the advance. You can:
e Use the accounts selected to fund the authorization's estimated expenses.
o Ifthere is only one account listed, E2 defaults the entire advance amount to that
account.
o Ifthere are multiple accounts listed, enter the amount or percent to allocate to
each account in the Amount Allocated or Percent Allocated fields. You cannot
continue until the combined total for both fields is 100%.
e Select other accounts to fund your advance. Click the Select Account Codes link to call
the Account Code Selection window, which allows you to select the advance funding.
e Remove any accounts you do not want to use from the list. Click the Delete link to the
right of each unnecessary account line.

TIP: If you added the advance after you selected accounts to fund the authorization's estimated
expenses, these codes appear in the list by default.

6. Click Save and Next Step to continue.

13.2 View Advance Details

The View Advance Details page displays information about any advances that are associated with your
authorization, including:

e Total advance amount

e Advance amount collected outside the system
e Total liquidated amount

e Advance amount remaining to be liquidated

Complete the following steps to review this information.

1. Click the View Advance Details link in the Other Actions section. This displays the View
Advance Details page.

View Advance Details
Traveter Name S LINCOLN TrplD: JETS0S Advarce 1D 1514 Advance Status
View Advancs Details

Type of Advance Type of Paymemt Date Requested Date Appvoved Stecus Advanie Amount

Trave Cas 2902018 29 Jan-20NE Coaea

Figure 72: View Advance Details

NOTE: If you are allowed to retain advances, a View Retained Advance Details section displays
below the View Advance Details section, listing all trips with advances that have not been
liquidated.
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View Advance Details
Traveler Name: IMANI LOGAN Trip ID: 291476 Advance ID: 136423 Advance Status: Pending Approval
View Advance Details
Type of Type of Date Date Exchange Advance Amount
Advance Payment Requested Approved Stats SiNicncyAmount Rate USE
) ' Ia
Travel Cash 20-Feb-2018 Feqding RIS oNS 279.00
Approval (001)
Total advance amount: 279.00
Total liquidated amount: 0.00
Advance amount repaid outside of E2: 0.00
Remaining to be liquidated: 279.00
View Retained Advance Details
TripID Type of Payment Date Requested Date Approved Status Currency Amount Exchange Rate  Retained Amount USE
290220 EFT 13-Feb-2018 13-Feb-2018 Closed 500.00 US Dollars (001) 1 500.00
Total retained amount: 500.00
Remaining to be liquidated: 500.00

Figure 73: View Advance Details — View Retained Advance Details section

2. Click any other link or tab (if available) to exit this page.

13.3 Add a Non-Federal Sponsor

You can identify expenses that are funded by non-federal sources. Complete the following steps to add a
non-federal sponsor to the authorization.

1. Click the Add Non-Federal Sponsor link in the Other Actions section. This displays the Add a

Non-Federal Sponsor for This Trip window.

Add a Mon-Federal Sponsor for this trip.

MNon-Federal Sponsor:* | Select One v |

Purpose:* | |

Spouse attending: 0O Ves i) Mo

Expense Category Expense Total Sponsored Total In-kind Total
oogs 124600
Meals and Incidentals 106250
Total 2308.50 0.00 0.00

*Required Save and Close Exit Window

Figure 74: Add a Non-Federal Sponsor for This Trip window
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w

6.

Select the sponsor from the Non-Federal Sponsor drop-down list.

Enter the purpose of the trip in the Purpose field.

Indicate whether your spouse is attending by selecting one of the Spouse attending radio
buttons. The No button is selected by default.

For each expense category, enter the sponsored and in-kind totals for that expense in the
corresponding fields.

NOTE: E2 automatically categorizes authorization expenses based on expense group
configuration for your agency. If you are not sure where your non-federally sponsored expense is
categorized, contact your E2 help desk for assistance.

e Sponsored expenses are those that the traveler's agency will be reimbursed for
separately. Such expenses are out-of-pocket expenses for the trip. The process to claim
reimbursement for such expenses occurs outside of E2. Sponsored expenses cannot
exceed those estimated for the trip.

¢ In-kind expenses reflect the value of goods or services received from the non-federal
sponsor in relation to the trip. These are expenses that do not require obligation or
reimbursement, but must be documented for reporting purposes. For example, if the non-
federal sponsor gives you an airline ticket for the trip, the ticket is considered an "in-kind"
expense.

Click Save and Close to save your changes and close the window.

13.4 Add Official Leave

Leave is a personal break from official duty while at a temporary duty (TDY) station. Official days off are
normal workdays (i.e., non-holiday, non-vacation) during a trip that should not be considered workdays.
Selecting days as official days off will update your allowed lodging and meals expenses.

Complete the following steps to record official leave time.

1.

Click the Add Official Leave link in the Other Actions section. This displays the Official Leave
window. Dates and sites listed in the window reflect the information currently saved for the trip.

NOTE: The Add Official Leave link is only available from the Site Details page after site details
have been saved. You can also indicate days as leave from the Lodging Expenses or Meals and
Incidental Expenses windows, accessed via the Expenses page.

CWTSatoTravel
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Official Leave

Selecting days as leave will update your allowed lodging and meal expenses.

e

“ Dates and sites reflects the information currently saved for the trip.

Date Day of Week Site Official Leave
24-May-2018 Thursday Toronto, Canada ]
25-May-2018 Friday Toronto, Canada O
26-May-2018 saturday Toronto, Canada [l
27-May-2018 sunday Toronto, Canada O
28-May-2018 Monday Toronto, Canada ]
29-May-2018 Tuesday Toronto, Canada [+
30-May-2018 Wednesday Toronto, Canada 1
31-May-2018 Thursday Toronto, Canada [l

Save and Close Save Exit Window

Figure 75: Official Leave window

n

Select the Official Leave check box for each day you want to designate as official leave.
3. Click Save and Close to save your selections and close the window. Your lodging and meals
expenses are updated for the days designated as official leave.

13.5 Attachments

In some cases, you may want to attach supporting documentation to your travel request. For example,
some travel policies may require you to complete a comparison of different travel scenarios, and make
that comparison available when you submit your authorization for approval.

E2 allows you to upload or fax documents and attach them to your trip. These documents will remain
attached to your trip, and can be accessed and viewed by approvers and auditors.

13.5.1 Scanning Tips

If you have a paper document or receipt, you can scan it to create the document you will upload.
The following settings and tips will ensure that you can upload the document, as well as view,
print, and open it after it is attached to your authorization.

TIP: You do not need to upload all supporting documents at one time. You can return to your
authorization and attach additional documents as needed.

e Scan documents at a resolution of 100 dots per inch (DPI) or less; 72 DPI is satisfactory.

e Scan receipts in black and white (grayscale) instead of color.

o Keep the file size as small as possible. Keep the number of pages per scanned
document to a minimum. Large files take longer to upload, open, and view. The
maximum file size is 10 MB.

e Save the scan as a PDF.
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e Use meaningful file names, such as Receipts_4Aug2017 or MealsParis. The file name
cannot exceed 30 characters in length, including the file extension.

13.5.2 Uploading and Attaching a Document
Complete the following steps.

1. Click the Attachments link in the Other Actions section. This displays the Trip-Level
Attachments window. The maximum file size and allowed file type information display
below the Add Attachment link.

NOTE: By default, attachments are restricted to PDF files only. Your group may allow
multiple file types.

Trip-Level Attachments

6 Mever include private or sensitive information, such as social security, credit card or bank account
number in fax.

Add Mew Attachment

Add Attachment

Size Limit: 10 Megabytes - Allowed Types:
PDFJPG,JPEG,GIFTIFFTIF,PNG,BMP,XLSXLSX DOCDOCK TAT

File Name Date Attached Attached By Show Delete

Exit Window Attach Fax

Figure 76: Trip-Level Attachments window

2. Click the Add Attachment link. This displays the system Choose File window.

3. Select the PDF file you want to attach to the authorization.

4. Click Open. You are returned to the Trip-Level Attachments window with the attached
document displayed in the list.

TIP: If you attached a file in error, click the Delete link for that file. This line appears for
any attachment, other than attachments made by the system, if you can make changes to
the authorization. After you submit the authorization for approval, you cannot delete an
attachment unless the approver returns the document to you for revision. The approver,
however, can delete the attachment for you, if needed.
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Trip-Level Attachments

6 Never include private or sensitive information, such as social security, credit card or bank account

number in fax.

& Usability Conference.pdf was successfully uploaded.

Add New Attachment

Add Attachment

Size Limit: 10 Megabytes - Allowed Types:
PDFJPGJPEG,GIF TIFF, TIF.PNG.BMPXL5 XLSX,DOC.DOCKTAT

File Name Date Attached Attached By Show  Delete

Usability Conference. pdf 26-Jan-2018 07:57:37 AM C5T LINCOLN, IRIS Show  Delete

Exit Window Attach Fax

Figure 77: Trip-Level Attachments — Attached Document

5. Click Exit Window to close the Trip-Level Attachments window.

13.5.3 Attaching a Document via Fax
Complete the following steps to attach a document to an authorization via fax.
NOTE: This feature is controlled by travel policy and may not be available.

1. Click the Attachments link in the Other Actions section. This displays the Trip-Level

Attachments window.
2. Click the Attach Fax link, which opens the Fax Attachment(s) section in the window.

Fax Attachment(s)

( 1. Print the Fax Cover Page )

2. Fax the Cover Page with your attachment(s) to the fax number noted on the Cover

Page.
3. After correctly faxing the Fax Cover Page with your attachment(s), the documents will
display above within a few moments.

Figure 78: Trip-Level Attachments — Fax Attachment(s)

3. Click the Print the Fax Cover Page link. This displays a printable version of the cover
sheet.
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Print This Page | Close|

D-217570

This cover sheet must be the first page faxed with the bar code at
the top of the page.

Never include private or sensitive information, such as
social security, credit card or bank account number in fax.

Include this cover sheet with the receipts and fax to:
1-877-396-5780

E2 TRAVEL DOCUMENT/EXPENSE REPORTING

Traveler name: SUSAN SANDERS

Trip Id #: 217570

Standard Document #:
Date Submitted: 05-Jun-2015

Number of pages attached: (including cover page)

Figure 79: Fax cover page

Click Print This Page.

Fax the cover page, along with the documents you want to attach to the authorization, to
the number shown on your fax cover page. The fax will automatically be added to the list
of attached documents within 30 minutes of receipt. Like other attachments, the faxed
documents can be viewed from the Trip-Level Attachments window or from the Receipts
and Attachments section of the Summary page, via the Show link.

CWTSatoTravel
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13.6 Printable Authorization

Complete the following steps to review the printable authorization.

1. Click the Printable Authorization link in the Other Actions section. E2 generates an "on
demand" printable version of your authorization, which displays in the Printable Authorization

window.
2. Click the Print icon ( = ) to print the document.

NOTE: The addition of a subtitle to the printable authorization requires database configuration before it
can be enabled. Please contact your program manager for additional information.

E2 Travel Authorization
Military Temporary Additional Duty (TAD) or Civilian Temporary Duty (TD) Travel Order
Wea Dec 02 072925 CST 2020
PRIVACY ACT NOTICE: The o = p o comply with the Privacy Act of 1974{P.5_93.579). The informaticn requesied oo the
foem s required under the provisions of § U.S.C. Chapler 57(as amended), Executive Orders 11609 of July 22, 1971, and 1102 of March 27, 1982, for
e purpcse of faditating authortzation action and the request for advance of funds for Favel and other expenses 10 be inourred under administrative
The information contained in this form will be used by the Federal agency officers and empioyees who have a need for such infoemation In the
performance of their duties. wil be 1 Federad, State, local, of foreign agendes whan rekewant to oivil, crminal o
reguatory evestgations, o peosecutions. Failure % peovide the nformation required will result in delay or suspension of the processing of this foem
Autherization Information
Dooument Nmber Trip Status Auroozation i Type of Authorization
ININ21000003 Authorizasion Appraved 852042 ITrip-ty-Trip Authorization
Traveler Official Duty Station The Trawei Change Card
BARNABY CG BERRY Chicago. L Yes
Maiing Address Office Phone Home Prone
1060 W. Addiscn St 2175552222 NiA
Chicagoe, IL 650513
us
Type of Tranl Traved Purpose Estimated Dates of Travel
Miszion (Operational) Prshcid See Vist 2020-12.28 thru 2020-12-30
Authorized Itinerary
Cabin Class
Amive Depant Time  Location Car Holel  Mode Notes
2020.42.23 2020-12-28 NiA  Chicago, L RENTAL No cA
20201228 2020-12-30 NiA Pittsfeld, L RENTAL Yes ca Tesmporary Duty, LDG 596, M & E $55
2020-12.30 2020-12-30 NIA  Chicago, L NONE No NONE
PA.C = Government auto avalable and commited
PA-NA = Government auto not avalabie
PANC = Govemnmen! auto avaliable and not commimed
Authorization Expense Totals
Tranapoct Lodging Mecis & Incidentals Car Rontal Local Transport POV Misc Grand Total
0.00 19200 137.50 000 oo a.00 2000 382,50
Autherization Accounting Information
Accounting String Object c8A Trawel Charge Card Traweler Auth
Code Amount Amount Amourt Amount
Segment Names: Project/TaskBenehittng 000 0.00 o000 0.00
Organczation
UCGIA14LSP/20TRAIN/ 1403DECKX 000 0.00 4950 3£9.50
000 0.00 34950 349,50
Authorization Expense Summary
Page 10f2

Figure 80: Printable Authorization
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13.7 Compact Printable Authorization

Click the Compact Printable Authorization link to print a compact (typically, one page) version of the

authorization. A compact printable authorization will include only the following information:

e Generated date/time stamp (in the page footer)
e Authorization information (no title)

NOTE: The Travel Policy field will only display for those offices/workgroups who have JTR

functionality enabled, while the Dependents Traveling? field will only display for those

offices/workgroups that allow dependent travel.

e ltinerary

o Estimated expense totals
e Accounting information

e Remarks

e Audit/approver information

NOTE: The document may extend past a single page, based upon content.

The Privacy Act notice, authorization expense summary, non-federal sponsors (when available), and
authorization history will not print on the compact printable authorization, but will still be available on the
standard printable authorization.

NOTE: The addition of a subtitle to the compact printable authorization requires database configuration

before it can be enabled. Please contact your program manager for additional information.

MGE OO AbRN

(BT

Itinerary
Arne Duput Tewe

2001 9000 231000 2 00 AM

Estimated Expense Totals

Trgas Loagmg

Accounting Information
Adsamey tasyy

Ramarks

Cwwn Tovn Ao

Audi/Approved information

[

o eemet iy

E2 Solutions Trave! Authorization

Depmreteres Trgwmey ™

Vel Aoow et
= o

cr Termpomery Oudy. LDG $155, MAR S5
" i

Netez CF » Comvrare’ Mane

COA Arnst TOC Awsent  Trwwier Awwnad Tomal Arvnnd

o o W B S 10 50 Mt SSO.s

.......

Astorsmt by

Geneosens oo £ Sotscrs on Weo, 78 May 3

23 {22084 COT

Figure 81: Compact Printable Authorization
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13.8 Remarks

Complete the following steps to add remarks to the authorization.

1. Click the Remarks link in the Other Actions section. This displays the Remarks window.

Remarks for 287723

View Remarks Add Remarks

6 Mo remarks found.

Figure 82: Remarks window

2. Click the Add Remarks tab.

Remarks for 287723

View Remarks Add Remarks

Mote: Remarks cannot be edited or deleted. Review all information before proceeding.

Allowed: A3-Zz0-9%()/:7@,."_-

2000 characters left.

Save and Close Save Exit Window

Figure 83: Remarks — Add Remarks tab

3. Enter your remarks and review them. Remarks cannot be edited or deleted after you save them;
make any changes before saving.

TIP: Avoid copying and pasting text from other applications. Doing so may result in invalid
character errors.
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4. Click Save and Close to save your remarks and close the Remarks window.

13.9 View the Daily Expenses Summary

Click the Daily Expenses Summary link in the Other Actions section to display the Daily Expenses
Summary window, which allows you to review your daily expenses. The Other Information column
includes information about items that impact expense calculations, such as first and last days of the trip,
IDL selections, and, if variable per diem rates apply, the percentage of standard per diem rates for
lodging/meals/incidentals that apply. This window also displays a list of associated per diem rates and
breakdowns.

Click Exit Window, when you are finished reviewing the information, to close the window.

View Daily Expenses Summary

Daily Expenses

& 00 ann 17 E " 00 B
......

Exit Window

Figure 84: View Daily Expenses Summary window

NOTE: If the trip crosses the IDL and impacts lodging, M&IE, or T&O, the Daily Expense Summary will
accurately reflect that information, as well as updating the Other Information column to indicate why (e.qg.,
Crossed IDL — East (Gained Day), Crossed IDL — West (Lost Day)). The Daily Expense Summary will
also properly reflect the site of any T&O expenses that may occur on the home site or any stop over sites.

13.10View Itinerary Details

If you have a reservation associated with the authorization, click the Itinerary link in the Other Actions
section to view your reservation details, including ticket data (if available). Click Exit Window, when you
are finished reviewing the information, to close the window.
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Itinerary
Confirmation: IFDJER
~
Air W
Vendor Confirmation Class, Flight, and Seat, Fare Dates & Times Location
MNumber Type
Ecanomy Class Depart: Thursday, May 24, 2018 08:15am
: s 24, : ; )
o _ Flight: 6271 par 3y, May - - |AD/Dulles International (IAD)
United Airlines CRSNHC Arrive: Thursday, May 24, 2018 05:37am
Seat: 10B R . - Lester B Pearson Intl {Y¥Z)
ch Flight Duration: 00h22m
Estimated Amount: 254.03 USD
Fare Type: | YCA: Govt contract fare | -CA: Govt contract fare limited availability | -CB: Govt contract fare business class
-DG: Govt nan-contract fare limited availability  REF: Refundable fare | NRF: Non-refundable fare
Car ﬂ
Vendor Confirmation Car Type and Rate Dates & Times Location
Number yp v
Exit Window

Figure 85: Itinerary window

13.11View Trip History

Click the Trip History link in the Other Actions section to display the Trip History page, which allows you
to review an audit trail of actions taken on your authorization, including:

e Date and time of event
e Actions taken on document and document status

Trip History @
Traveler Mame: CLARACHATHAM  TripID: 927265  Authorization Status: Pending Authorization Approval

Document History

26)an21 Tue 12:21PM - Current status New Authorization

26/an21 Tue 12:21PM - Created by CLARA CHATHAM

26/an21 Tue 12:21PM - Created for CLARA CHATHAM traveling under Civilian (FTR) Travel Regulations

26Jan21 Tue 12:21PM - Creared for Minor Customer: TW USAID Minor 1 (TWMIN1)

26/an21 Tue 12:24PM - Current status: Pending Authorization Approval

26Jan21 Tue 12:24PM - Trip ID 927265 submitted to TW ROUTING POOL approver ALICE AUBURN by CHATHAM, CLARA
26/an21 Tue 12:24PM - Justification code submitted by CHATHAM, CLARA - Justification for CABINCLASS - Coach: Within policy

26/an21 Tue 12:24PM - Traveler is eligible to create a reservation post authorization with an approved air amount of $1200.00

Departure dates and times are shown in local time for departure location. Expiration dates and times are shown in Central Time.

Figure 86: Trip History page
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13.12View Routing History

Click the View Routing History link in the Other Actions section to display the Routing History page,

which allows you to review an audit trail of routing events for your authorization, including:

Date and time of event
Event that triggered the routing history entry
Routing pool assigned to the document for the specified routing rule

Date

Routing History

29-Jan-2018 10:00:01
29-Jan-2018 10:00:01
29-Jan-2018 10:00:01
29-]an-2018 10:01:30
29-Jan-2018 10:14:11
29-]an-2018 10:14:11
29-Jan-2018 10:14:11

View Routing History o

Action

Submitted for Approva
Submitted for Approval
Submitted for Approva
Recalled

Submitted for Approval
Submitted for Approval

Submitted for Approval

Departure dates and times are shown in local time for departure location. Expiration dates and times are shown in Central Time.

Traveler Name: RIS LINCOLN Trip ID: 287787 Authorization Status: Pending Authorization Approval

Routing History Details

Pool DOED MDEHART POOL added for rule All Authorizations.

Pool DOED MDEHART POOL2 added for rule All Authorizations.
Pool DOED MDEHART POOLS added for rule All Authorizations.

By Approver IRIS LINCOLN
Pool DOED MDEHART POOL added for rule All Authorizations.

Pool DOED MDEHART POOL2 added for rule All Authorizations.
Fool DOED MDEHART POOLS added for rule All Authorizations.

Figure 87: View Routing History — Authorization

13.13View Routing Path

When an authorization has been submitted for approval, the status of the document changes to Pending
Authorization Approval, and it is sent on a specific path that may include multiple approval steps. These
steps are triggered by a set of rules that are applied to the authorization. When the authorization has a

Pending Approval status, you can view the approval (i.e., routing) path and, if allowed, make minor
changes.

The View Routing Path page lists all of the steps in the approval path for the authorization, and includes
the following information:

Step — The number of the step in the path.

Approver Pool — The name of the approver group assigned to the step. The person who

approvers your authorization is a member of this approver group.
Approval Reason — The rule that triggered the approval step.
Action — The action to be taken. Some steps are informational only, while others require an

approval.

Reserved By — The name of the approver who is currently responsible for completing this step.

TIP: If you are allowed to add an approval step to the authorization's approval process, click the Add
Approval Step link.
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View Routing Path &

Routing Path

Delete 5Step Approver Pool

1  DOED MDEHART POOL
2  DOED MDEHART POOLZ

3  DOED MDEHART POOLS

Add Approval Step &7

Save

Traveler Name: IRIS LINCOLN Trip ID:

287787 Authorization Status: Pending Authorization Approval

Approval Reason  Action Reserved By Pool Members

All Authorizations  Approval Select Pool Member...
All Authorizations  Approval Select Pool Member...
All Authorizations  Approval Select Pool Member...

Figure 88: View Routing Path — Authorization

13.13.1 Change the Approver

If the authorization has a status of Pending Approval, you can change the approver responsible
for the current step. The Pool Members drop-down list displays all members of the approver
group associated with the approval step. For example, if the current approver is unavailable, you

can select another approver from the same group to handle the authorization.

Complete the following steps to change the approver.

1. Click the View Routing Path link in the Other Actions section. This displays the View
Routing Path page.

2. Select the new approver from the Pool Members drop-down list.

3. Click Save to save your changes.

13.14Travel Agent Assistance

Use this option when you need agent assistance to make or change your reservations. The options that

display will vary depending on existing reservation and site details. Complete the following steps.

WARNING: Requesting agent assistance can incur additional fees.

1. Click the Travel Agent Assistance link in the Other Actions section. This displays the Travel
Agent Assistance window.
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Travel Agent Assistance for Trip ID: 287723

[Site 1] Begin: Washington, DC, United States on 24-Jun-2018 to London, United Kingdom ~

Select trip components:
Flight: [1  Hotel: (]  Rental car: [

Departing Date: 24-Jun-2018

Departing Time: |UE:I}U P V| Airport:

Departing From: Washington, DC, United States DCA » | Airport Lookup
Going To: London, United Kingdom Airport Lookup
Arrival Date: 25-Jun-2018

Mode of Transportation: Commercial Plane

[Site 2] From: Lendon, United Kingdom on 25-Jun-2018 to Cardiff, Wales, United Kingdom

Select trip components:
Flightt []  Hotel: L]  Rental car: [

Departing Date: 25-Jun-2018

Send to Travel Agent Exit Window

Figure 89: Travel Agent Assistance — First segment

2. Select the check boxes of the trip components (e.g., Flight check box, Hotel check box) with
which you need assistance. Your reservation and site details determine what selections are
available to you.

3. Review the value in the Departing Time field and select a new option, if necessary.

4. If the Airport fields display in the window, select an airport from each available drop-down list.
(The Airport fields appear when a location is serviced by multiple airports.) You may need to
select an airport for each site on the trip.

TIP: Click the Airport Lookup link to search for and select an airport.

5. Enter a description of the actions you want the agent to take in the Additional remarks for travel
agent text box. Make sure your instructions are clear and easy to follow to avoid additional
questions.
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Travel Agent Assistance for Trip ID: 287723

) ~
Returning To: Washington, DC, United States Airport Looku
Arrival Date: 30-Jun-2018
Arrival Time: 10:00 AM
Mode of Transportation: Commercial Plane

Additional remarks for travel agent:

MNote: Remarks cannot be edited or deleted. Review all information before proceeding.

Allowed: Az-Zz0-9%()/:7@,."_-

2000 characters left.

Send to Travel Agent Exit Window

Figure 90: Travel Agent Assistance — Last segment

6. Click Send to Travel Agent. A confirmation window displays to alert you that travel agent
assistance may incur additional fees.
7. Click Confirm.

13.15Email Travel Agent

If your agency uses a TMC that is not integrated with E2, you can click the Email Travel Agent link to
send a courtesy copy of your printable authorization to your TMC for assistance with bookings. Complete
the following steps.

1. At a minimum, complete the authorization workflow through the Site Details step.
2. Click the Email Travel Agent link in the Other Actions section. This displays the Send Travel
Request for Trip window.
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Send Travel Request for Trip ID: 290220

6 The Printable Authorization document will be sent to the Recipient address displayed. Please add any
additional notes in the text box below.

Recipient Address: |e2tra\telagent@noemaiI.com |

Recipient Address: | |

Recipient Address: | |

Mote: Email cannot be edited or deleted. Review all information before proceeding.

Allowed: Az-Zz09%()}/:7@,."_-

Please make airling and hotel reservations with the latest possible departures.

Email Agent and Close Exit Window

Figure 91: Send Travel Request for Trip window

13.16Comparative Airfare

Verify the TMC email address shown in the first Recipient Address field is correct. You can
make changes to this address, if needed. You can also enter up to two additional addresses in
the remaining Recipient Address fields.

Enter any comments that will help your agent when making the bookings.
Click Email Agent and Close. E2 sends a copy of the printable authorization, along with your
remarks, to all recipients.
Follow up with your agent. E2 does not manage any interaction between you and the travel
agent.

Click the Comparative Airfare link in the Other Actions section to view an estimated coach airfare for

authorizations that use a mode of transportation other than commercial or government plane, including
commercial auto, bus, rail, or vessel, and private motorcycle, plane, or auto. E2 retrieves an estimated
coach airfare for the sites selected on the Site Details page.

NOTE: This is an informational window only. If you decide to change your mode of transportation, it is
your responsibility to make the necessary changes to the authorization.
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Comparative Airfare

%780.00 (excluding taxes)

A coach airfare is available for the dates and sites for this trip.

Flight from Washington Ronald Reagan Mational Airport (DCA) to Birmingham (EHM)
Flight from Birrningham (BHM)] to Washington Ronald Reagan Mational Airport (DCA)

Figure 92: Comparative Airfare window

e If a coach airfare exists for your sites, comparative airfare information displays in the Comparative
Airfare window (as shown in the previous figure). The amount shown covers all of the identified

segments.

e If there is no nearby airport or available coach airfare, an informational message displays.

13.170pen or Group Authorization Details

If your authorization is created under an open (OA) or group (GA) authorization, click the Open

Authorization Details or Group Authorization Details link in the Other Actions section to view details

about the parent OA or GA. These are informational windows only.

Open Authorization details for 0A118704

Owner Name: IRIS LINCOLMN
Default Travel Purpose: US Site Visits
First date of travel: 01-Jan-2018

Last date of travel: 31-Dec-2018

Allowed destinations: Worldwide (CONUS and OCONUS)

Figure 93: Open Authorization Details window

Group Authorization details for GA32305-1

Owner Name: IRIS LINCOLN

Default Travel Purpose: TW Conference

First date of travel: 07-May-2018

Last date of travel: 10-May-2018

Destination: Tuscaloosa, AL United States

Figure 94: Group Authorization Details window
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14

14.1

14.2

14.3

Extras Links

The Extras section on the left side of every workflow page contains links to additional functions that you
may need to perform, but that may take you out of the document workflow. Extras actions include:

e Returning to the Trips list

e Deleting an advance

e Delete the authorization

e Canceling the authorization

e Using a foreign currency calculator

e Adding comparative trips

e Viewing the traveler's printable profile
e Creating a template from this trip.

TIP: Always save any changes you have made before you click an Extras link.

Trips List

Click the Trips List link in the Extras section to go the My E2 Trips tab. You can open another trip, copy,
or archive trips.

AL » Glance Trig Local Teavel  Open Mthoddzation  Growp Authorization

=2 Revizen Fenang Compiete M Conceied

Stit 4 New Authorl2 ationy Mube Ranarviatony Shiw Held Flawarvator ngry From Acoder Thy

o my defaut cage B

Figure 95: My E2 — Trips tab

Delete an Advance

You can delete an advance at any time prior to submitting your authorization for approval. Complete the
following steps.

1. Click the Delete Advance link in the Extras section. This displays a Confirm Action window.
2. Click Confirm. The advance is deleted from the authorization.

Delete the Authorization

Plans change. E2 helps you manage those changing plans by allowing you to delete a travel
authorization. You can, however, only delete a travel authorization if:

e There are no reservations associated with the authorization.
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You have not submitted the authorization for approval.

The Delete Authorization link is available at any point in the authorization process, after completing the
Basic Information page but before submitting the authorization for approval. Complete the following steps.

1.

2.

Click the Delete Authorization link in the Extras section. This displays a Confirm Action window
asking you to confirm whether you want to delete the authorization.

Click Confirm. The authorization is removed from the system, and a success message displays
to confirm the authorization was successfully deleted.

14.4 Cancel the Authorization

1441

An authorization cannot be deleted when it has reservations tied to it. You can, however, cancel the
authorization. Complete the following steps.

1.

Click the Cancel Authorization link in the Extras section. This displays a Confirm Action window
to remind you that reservations made online and associated with the authorization will be
canceled.

Click Confirm. The reservations are canceled and the status of the authorization changes to
Cancelled.

Keep Your Reservations

To cancel an authorization but retain the reservation for future use, you must first remove the
reservation from the authorization. Complete the following steps.

1. Access the authorization's Reservation page.

2. Click the Manage Trip Reservations link. This displays the Manage Trip Reservations
window.

3. Click the Move link to remove the reservation from the authorization. The reservation,
however, remains in your Held Reservations list, and is available for you to associate with
another authorization.

4. Click Exit Window to close the Manage Trip Reservations window and return to the
Reservation page.

5. Click the Cancel Authorization link in the Extras section.

6. Click Confirm to confirm your selection.

14.5 Foreign Currency Calculator

If your trip includes a foreign site, but your agency does not support the entry of expenses in a foreign
currency, E2 provides access to the OANDA currency converter tool via a link in Extras.

TIP: This link is only available from the authorization's Expenses page.

Complete the following steps to access the currency converter.

1.

2.
3.

Click the Currency Calculator link in the Extras section. This displays a Confirm Action window
to alert you that the link opens a different web site in another browser window or tab.

Click Confirm. This displays the OANDA Currency Converter web tool.

Complete your currency conversions and close the browser window or tab when you are finished.
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OANDN

Curtrancy LCotverter Currency Tools

Currency Converter

Currency Conventer

Currency | Have:

CURRENCY CONVERTER

Mobile

Historical Exchange Rates

SHU'S Dollar usD

AMOUNT:

Rate Detalls Traveler's Cheatsheet
USD/EUR Details

ITRANSFERS

e

fi= o]+

173 fxUnity
Learn from
your friends.

, = et 2010
Live Exchange Rates

Currency | Want:

- M Euro EUR ~ SELE¥
E RS
' AMOUNT: [rad nd
TRY ALSO..
Mobde Curaeoy 4209
INTERBANK +/. 0% » DATE ¢  Apr20 2012 = HELPS Monay Tranafecs
Exshiangs Rals feeds

Thursday, Apr 18 2012

Figure 96: OANDA Currency Converter

14.6

Add a Comparative Trip

A comparative trip allows you to show your approver an alternate trip scenario, such as using a different

method of transportation, traveling via a different route, or changing travel days or per diem locations. The

following rules apply:

e Comparative trips must be enabled for your workgroup.
e This feature is only available from the Summary page after all other authorization workflow steps

have been completed.

e You can add two comparative trips before submitting the authorization for approval.

e You can use your authorization as a template and make changes, or you can add all comparative

trip details manually.

e Comparative trip information is available to your approver during the authorization approval

process.

e When you add a comparative trip, you exit the authorization workflow and start a comparative trip

workflow.

To get started, click the Add Comparative Trip link in the Extras section of the authorization's Summary
page. Refer to QRC90 — Adding Comparative Trips for more information on this process.

14.7 Printable Profile

Click the Printable Profile link in the Extras section to display a printable version of the traveler's profile
in a new browser window. Click Print This Page to print the information.
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14.8 Create a Trip Template

If you frequently take similar trips, you may prefer to create a trip template from your existing
authorization. You can use a template to create multiple trips, and you can share the template with other
users in your office or workgroup.

To get started, click the Create Trip Template link in the Extras section. Refer to UG90 — Taking Other
Trip Actions for more information on this process.
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15 Creating Dependent Travel

You may be allowed to create travel authorizations for your dependents (i.e., children and spouse). The
process is the same as creating a simple travel authorization, but there are a few differences.

e You cannot make or retrieve reservations, or request reservation assistance from your TMC, for
dependent travel.

e When adding a new estimated expense, the Rental Car expense option is not available.
Dependent travel is not eligible for a rental car at any destination site.

15.1 Adding Dependents to an Authorization

After you have added dependents via the Manage Dependents page, those dependents can be added to
a trip on the authorization’s Basic Information page.

TIP: Refer to UG15: First Logon and Profile Updates for more information on the Manage Dependents
page.

Complete the following steps.

1. Select a travel type that allows for dependent travel (e.g., Dependent Travel) from the Type of
Travel drop-down list. (Step 3 onward will not be possible unless this option is selected.)

2. Complete the other required fields on the page.

3. Inthe “Travelers for this trip” data grid, select the check box next to each traveler you want to
include.

Step 1 : Basic Information

Traveier Mame: RICK TRAVELER  Trip 1D

Basic Information

Type of Travel= Depandent Travel v

¢ Travel Purpose:® | Depandant ravel ip

Traveless for this trip=*

Name Relatiorenip

- M o™ m
m m m m
> 3 8 0
m
1

& J

Sarve and Next Siep Seve

Figure 97: Authorization Basic Information — Dependent Information

e The authorization’'s owner (i.e., the logged-in user or the traveler for whom you are
arranging travel) is the first entry in the data grid, and their check box is selected by
default. If the owner is not traveling on this trip with their dependent(s), the check box
may be cleared.
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e At least one check box must be checked to continue.

4. Click the Save or Save and Next Step button.
TIP: Trip travelers may be added and/or removed on the original authorization or an amendment
until a voucher for the trip is created and approved.
5. Continue with the authorization.
15.1.1 Authorization Summary
On the authorization’s Summary page, a “Travelers for this trip” section is added below the Basic
Information section. The “Travelers for this trip” section displays the name and relationship of
those travelers included on the authorization.
NOTE: The “Travelers for this trip” section will only include the actual travelers on the trip. This
means that if the owner of the authorization is not traveling with their dependents on this trip and
their check box was not checked, the owner will not be listed in the “Travelers for this trip”
section. The same is true for other locations (e.g., Voucher Summary page) and documents (e.g.,
printable authorization) where a list of travelers is displayed.
Step 7 :Summary e
Traveler Name: RICK TRAVELER  TripID: 1014872 Authorization Status: MNew Authorizaticn
collapse or expand all sections
Baszic Information - Edit Details ~
Type of Travel: Dependent Travel
Specific Travel Purpose: Dependent travel trip
Document Number: (System Assigned)
4 )
Travelers for this trip: ~
Name Relationship
TRAVELER, RICK
TRAVELER, JAKE DEPENDENT
A
Figure 98: Authorization Summary — Dependent Information
15.1.2 Authorization Printables
A “Travelers for this Authorization” section will be included on the printable authorization if
dependents have been selected. This section will list only those people traveling; the trip’s owner
will not be included if they are not traveling.
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E2 Travel Authorization

Tue Jun 15 09:38:14 CDT 2021

PRIVACY ACT NOTICE: The following information is provided to comply with the Privacy Act of 1974(P.S. 93-578). The information requested on the
form is required under the provisions of 5 U.S.C. Chapter 57(as amended), Executive Orders 11609 of July 22, 1971, and 1102 of March 27, 1962, for
the purpose of facilitating authorization action and the request for advance of funds for travel and other expenses 1o be incurred under administrative.
The information contained in this form will be used by the Federal agency officers and employees who have a need for such information in the
performance of their duties. Information will be transferred to appropriate Federal, State, local, or foreign agencies when relevant to civil, criminal or
regulatory investigations, or prosecutions. Failure to provide the information required will result in delay or suspension of the processing of this form.

Authorization Information

Document Number Trip Status Authorization Id Type of Authorization
New Authorization 1027476 (Trip-by-Trip Authorization

Traveler Official Duty Station Title Trave! Charge Card

ALICE CG AUBURN Chicago, IL No

Travelers for this Authorization

)

ANDREW AUBURN, ANNIE AUBURN, AVERY AUBURN

Mailing Address Office Phone Home Phone

1060 W. Addison St. 2175551111 NI/A

Figure 99: Printable Authorization — Travelers for this Authorization section

The compact printable authorization will not list the travelers, but if any dependents are included,
the Dependents Traveling? section will be set to Yes.

E2 Solutions Travel Authorization

Traveler Official Duty Station Authorization 1d Travel Policy
ALICE CG AUBURN Chicago, IL 1027476 JTR

Trip Status Type of Travel Document Number

New Authorization Dependent Travel - Medical

Travel Purpose Dependents Traveling?

asdfasdf i
ltinerary

Arrive Depart Time Location Car Hotel  Mode Notes

2021-06-21 2021-06-21 08:00 AM Chicago, IL NONE No CcP

Figure 100: Compact Printable Authorization — Dependents Traveling? section

15.1.3 Trip History

An entry is added to the trip history for each dependent included on the authorization. An entry
(e.g., Traveler RICK SMITH is traveling on this trip) will also be added for the owner if they are
traveling with their dependents. (The owner’s entry is not included if they are traveling on their
own, without any dependents.)

If you later remove a dependent from the authorization, an entry (e.g., Traveler [TRAVELER
NAME] was removed by [USER NAME]) will be added to the trip history to reference the removal.
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15.1.4

Trip History @
Traveler Mame: ALICE CGAUBURM  Trip ID: 962306  Authorization Status: Mew Authorization

Document History

05Mar21 Fri 06:37AM - Current status Mew Authorization

05Mar21 Fri 06:57AM - Created by ALICE CG AUBURN

05Mar21 Fri 06:537AM - Created for ALICE CG AUBURN traveling under Uniformed {JTR) Travel Regulations
05Mar21 Fri 06:37AM - Created for Minor Customer: CWT Training and Tech Writing Minor Customer (CGTWN1)

05Mar21 Fri 06:37AM - Created dependent AMDREW AUBURN for traveler ALICE CG AUBURN by ALICE CG AUBURM
05Mar21 Fri 06:57AM - Created dependent ANMIE AUBURN for traveler ALICE CG AUBURN by ALICE CG AUBURN

Departure dates and times are shown in lacal time for departure location. Expiration dates and times are shown in Central Time.

Figure 101: Trip History — Dependent Entries

Voucher Summary

When a travel voucher is created, the dependents included on the trip will be listed on the
Voucher Summary page just as they are on the authorization’s Summary page (i.e., in a
“Travelers for this trip” section directly below the Basic Information section).

Step 4 : Voucher Summary o

Traveler Name: TICK TRAVELER Trip ID 002C00 Voucher ID: Voucher Type: Final Youcher Status:  Open Voucher - Obligation Accepred

o I accordnnce with Federal vegulations all dagln teceipts grenter thn $75.00 thould be tetained for & period of & years and 3 moathe.

Basic Information - Edit Detaily

Type of Traved acustion Dependent Travel Pt
Specific Travel Purpose 4 deoendents birthday ¢ et

Trip Begn Date 2-M3y-202

Trip End Date

Clalm Expenses Between.

Begin Date: 29:M3

Eng Date: o n

Document Number

For this trip this Is the Final Voucher

(fmvvl-u for INis trip: \

Name Redstionship
TRAVELER RICK

TRAVELER, JESSICA

TRAVELER JAKE

TRAVELER. JORJA DEPENDENT

\

Figure 102: Voucher Summary — Dependent Information
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15.1.5 Edit Dependent

An informational message (This dependent has been added to 1 trip. Any changes made here will
not update this dependent on your existing trips.) will display on the Edit Dependent page, if a
dependent’s record is viewed, to indicate that dependent has been added to an authorization.
You may still modify the details of the dependent’s record, but those changes will only be present
on future trips and will not be carried over to this or any other existing trip.

15.2 Dependent Lodging, Meals, & Incidental Expenses

Expense amounts allowed for dependent travel are based on the travel regulations under which the trip is
created (i.e., FTR or JTR), the trip owner’s hierarchy, the selected dependent travel type, and the
dependents included on the trip. E2 considers all these factors to determine the percentage of per diem
allowed for each traveler for each day of lodging and meals and incidental expenses (M&IE). The
following table outlines the current guidelines for the dependent travel rules.

Regulations Dependent Travel Type Traveler Lodging
FTR Emergency First Traveler 100% 100%
Dependent — Age 12 or over 0% 75%
Dependent — Under age 12 0% 50%
FTR Evacuation First Traveler 100% 100%
Dependent — Age 12 or over 0% 75%
Dependent — Under age 12 0% 50%
FTR Medical First Traveler 100% 100%
Dependent — Age 12 or over 0% 75%
Dependent — Under age 12 0% 50%
JTR Emergency First Traveler 100% 100%
Dependent — Age 12 or over 0% 0%
Dependent — Under age 12 0% 0%
JTR Evacuation First Traveler 100% 100%
Dependent — Age 12 or over 100% 100%
Dependent — Under age 12 50% 50%
JTR Medical All traveler 100% 100%
L
15.2.1 Conditions

The following conditions apply to the dependent travel rules.

e If nothing is defined for the dependent travel rules, lodging and M&IE will be set to 100%
for each day of the trip.
o “First Traveler” is defined as the owner of the trip, if the owner is traveling.
o If the owner is not traveling, the “First Traveler” is the owner’s spouse.
o If the owner and their spouse are not traveling, the “First Traveler” is the oldest
dependent.
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e The spouse, if not the “First Traveler,” will always be considered as above the age
threshold.

o If achild’s age goes above the threshold during the trip (i.e., an 11-year-old turns 12), the
percentages and amounts will be automatically adjusted for their birthday and any
subsequent days.

¢ In addition to dependent travel percentages, lodging and M&IE amounts may also be
subject to any variable per diem rates that may apply to the trip.

15.2.2 Lodging Expenses & Meals and Incidental Expenses Windows

When you access the authorization or voucher Lodging Expenses or Meals and Incidental
Expenses window from the Expenses page, the per diem rate for each row will be automatically
calculated based on the site’s per diem rate multiplied by the appropriate dependent
percentage(s) for the day.

Click the Per Diem Rate link in the Lodging Expenses window, or the Per Diem Meals or Per
Diem Incidentals link in the Meals and Incidental Expenses window, to display the Dependent
Travel Calculations window. This window indicates the percentage allowed for each traveler on
the corresponding day of the trip.

Dependent Travel Calculations - 21-Jun-2021

JTR - Evacuation

Traveler Percent

AUBURN, ALICE CG 100%

AUBURN, ANDREW 100%

AUBURNM, AVERY 50%
Exit Window

Figure 103: Dependent Travel Calculations window
15221 Examples

Example 1

You are an FTR traveler and you create a trip using an “Emergency’-flagged dependent travel
type for your spouse and a 14-year-old dependent child. The two travelers are going to
Springfield, lllinois, where the daily lodging per diem rate is $96, the per diem meal rate is $50,
and the per diem incidental rate is $5.

Based on the dependent travel rules:

e Your spouse (i.e., the First Traveler) is entitled to 100% of the per diem for lodging and
M&IE.

e The dependent child, being over the age of 12, is entitled to 0% of the lodging per diem
rate and 75% of the per diem rate for M&IE.

Lodging Lodging Total Lodging per Day

First Traveler Dependent Child (Age 12 or over)
100% = $96 0% = $0 100% = $96
.|
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Lodging Expenses

w Filter Options v Apply to All Displayed Expenses

Lodging Site: Springfield, IL, United States
Order b}f:| Date V| Sort Ascending | Sort Descending
Date Reimbursement Type Per Diem Rate Amount  Allowed Estimated Tax Day
25-Jun-2021 Per Diem 56.00 0.00 0.00 0.00 O

Running Totals: 384.00 384.00 0.00
Total Estimated Lodging: 384.00

Figure 104: Dependent Travel Rules — Lodging Expenses, First Example

Meals Meals

First Traveler Dependent Child (Age 12 or over) et e Pel 95y

100% = $50 75% = $37.50 175% = $87.50

Incidentals Incidentals
First Traveler Dependent Child (Age 12 or over)

100% = $5 75% = $3.75 175% = $8.75
Total M&IE Amount

Total Incidentals per Day

$96.25
|

Meals and Incldental Expenses
v . v Ay Al D
Meals and Incidentals Site: Springfield, IL, United States
Order oy Dats v, SotAscending Son Deacsading

< Reimburyement = Per Diem MAIE Dreakips: Lunch Dinrer N¢ Offacial
Date Diem 2 o & e e Notes
Type nicidheritaly Amocunt Provided Provided Provided noacdentals oy OF

Per Diem ~
Per Diam

Per Diem v

| Par Diam v

b;;.- sam v

Save and Close Save Exit Window

Figure 105: Dependent Travel Rules — Meals and Incidental Expenses, First Example
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Example 2

You are an FTR traveler and you create a trip using an “Evacuation”-flagged dependent travel
type for you, your spouse, and an 11-year-old dependent child, who will turn 12 midway through
the trip. You are traveling to Chicago, lllinois, where the daily lodging rate is $216, the per diem
meal rate is $71, and the per diem incidentals rate is $5.

Based on the dependent travel rules:

e You (i.e., the First Traveler) are entitled to 100% of the per diem for lodging and M&IE.

e Your spouse is entitled to 0% of the per diem lodging rate, but 75% of the M&IE per diem
rate.

e The child is entitled to 0% of the per diem lodging rate and 50% of the M&IE per diem
rate, until they turn 12 on June 23, at which point they are entitled to 75%.

Lodging Lodging Lodging Total Lodging per Day

First Traveler Dependent (Spouse) Dependent (Child)

100% = $216 0% = $0 0% = $0 100% = $216
|

Lodging Exponses

v i v 4
Lodging Site: Onicago, IL, United States

Data v| SortAscanding  Sort Descending
Date Reimbursement Type Per Diem Sare Amount AEomed fstmated Tax Jay Ot Shared Notes Alerts
Par Diem ~ 216,00 21600 216.00 0.00

24202 Par Diem v i E00 236 00 21600 000

23-lun-2021 Per Diem - 000 296 00 21800 000

Runaing Torats 8e4.00 26200

Total Estimated Lodging §54.00

Figure 106: Dependent Travel Rules — Lodging Expenses, Second Example

WEETS Meals Meals Total Meals per Da
First Traveler Dependent (Spouse) Dependent (Child) P y
100% = $71 75% = $53.25 6/21-22: 50% = $35.50 6/21-22: 225% = $159.75
6/23-25: 75% = $53.25 6/23-25: 250% = $177.50

Incidentals Incidentals Incidentals Total Incidentals per Day

First Traveler Dependent (Spouse) Dependent (Child)
100% = $5 75% = $3.75 6/21-22: 50% = $2.50 6/21-22: 225% = $11.25
6/23-25: 75% = $3.75 6/23-25: 250% = $12.50
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Total M&IE Amount
6/21-22: $171.00
6/23-25: $190.00

Meals and Incldental Expenses

v A ¢ v 2
Meals and Incidentals Site: Chicago, IL, United States

Orger oy | Date v Sot Ascending Son Descendng

Reimbursement Per Diemn Per Diem MEIE Brenkfast Lunch Dinrer Nao Official

I:,,;r Mealc ncidontals Amount Pravided Provided Provided ncidentals Oay O
Par Diem -

”m -
e e - P
TGK Par Diem v

=79 Per Diem v
f: Per Diem v g 2

Par Diem v 5 3 £2.50

Tota! Estimozed MBJE 821.75

Save and Close Save Exit Window

Figure 107: Dependent Travel Rules — Meals and Incidental Expenses, Second Example

Example 3

You are a JTR traveler and you create a trip using an “Evacuation”-flagged dependent travel type
for you, your spouse, and a nine-year-old dependent child. You are traveling to Chicago, lllinois,
where the daily lodging per diem rate is $216, the per diem meal rate is $71, and the per diem
incidentals rate is $5.

Based on the dependent travel rules:

e You (i.e., the First Traveler) and your spouse are each entitled to 100% of the per diem
rate for lodging and M&IE.

e The dependent child, being under the age of 12, is entitled to 50% of the per diem
lodging and M&IE rates.

Lodging Lodging Lodging

First Traveler Dependent (Spouse) Dependent (Child) Helel Legging per Dy

100% = $216 100% = $216 50% = $108 250% = $540
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Lodging Expenses

v v

Lodgng Siter Onicage, L, United States

Cate v SotAscending  Sort Descesdng
Reimbursem Type er Dl Amaount i 1 L od - -
~ Per Diam v 3 S 0
Q Pac Diom v 4000 v 30,00
PerDiem v 10 & 5 0
o Pee Dise v 4 D
e Da

Runeing Totas

Total Estimated Lodging 100.00

Saw and Close Save Exft Window

Figure 108: Dependent Travel Rules — Lodging Expenses, Third Example

Meals WEES W EETS Total Meals per Da
First Traveler Dependent (Spouse) Dependent (Child) P y
100% = $71 100% = $71 50% = $35.50 250% = $177.50
Incidentals Incidentals Incidentals Total Incidentals per Da
First Traveler Dependent (Spouse) Dependent (Child) P y
100% = $5 100% = $5 50% = $2.50 250% = $12.50
Total M&IE Amount
$190
.
Meals and incidental Exponses
o Per Diem v A0 P 14250
[ Par Dsem v 715 PR 180,00
Par Diam v
o Per Dism v 17739 1150 1G0.00
Per Dism v| 17139 1250 4250
Total Estimated MAE 85500

Figure 109: Dependent Travel Rules — Meals and Incidental Expenses, Third Example
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Example 4

You are a JTR traveler and you create a trip using a “Medical’-flagged dependent travel type for
your spouse, a 14-year-old dependent child, and a two-year-old dependent child. You are
traveling to Cincinnati, Ohio, where the daily lodging per diem rate is $151, the per diem meal
rate is $71, and the per diem incidentals rate is $5.

Based on the dependent travel rules, all three travelers would be entitled to 100% of the per diem
rates for lodging, meals, and incidental expenses.

Lodging Lodging Lodging

First Traveler Dependent (Child, Dependent (Child, Total Lodging per Day
12 and over) Under 12)

100% = $151 100% = $151 100% = $151 300% = $453
|

Lodging Expenses
v & v A

Lodging Site: Cincinnati, 03, United Stales

y:| Date v| SottAscending  Sort Descending
Reimbursement Type Fer Diem Hate Amount Afowed Estimated Tox Doy O Sured:  Nikes Nerts
Par Dism ~ 453,00 153 -

2 Per Diem ~ 45100 m e —
Per Diem ~ 45100 15

Running Totals 131200

Total Eszimated Lodging 181200

Save and Close Save Exk Window

Figure 110: Dependent Travel Rules — Lodging Expenses, Fourth Example

Meals Meals Meals
First Traveler Dependent (Child, Dependent (Child, Total Meals per Day
12 and over) Under 12)
100% = $71 100% = $71 100% = $71 300% = $213
Incidentals Incidentals Incidentals
First Traveler Dependent (Child, Dependent (Child, Total Incidentals per Day
12 and over) Under 12)
100% = $5 100% = $5 100% = $5 300% = $15
Total M&IE Amount
$228
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Meals and Incidental Expenses

o D 1 Sreakfan N Officia
mbursement Typ Dvam Qd x Mot
LA L Peowk 2 - F et Uny OF
Veals
Per Diem v .
u Per Diem L 2280
Per Diem v .
Per Diem v 5 2
Per Diem v

Total Extimated MBIE

15.2.3

Figure 111: Dependent Travel Rules — Meals and Incidental Expenses, Fourth Example

View Daily Expenses Summary

The View Daily Expenses Summary window for both authorizations and vouchers will reflect the

total amounts allowed, based on entitlements, when dependents are traveling.

In the authorization’s View Daily Expenses Summary window, the Daily Expenses Meals and
Incidentals columns will display the total amounts allowed for the travelers on each day of the trip.
The Per Diem Rate Information For Sites On This Trip section breaks out the total amounts for

each meal (i.e., Breakfast, Lunch, and Dinner), based on the site’s actual per diem rate.

View Dadty Expenses Summary

Daily Expesses

.....

Figure 112: Authorization View Daily Expenses Summary — Dependent Expense Entitlements
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In the voucher’s View Daily Expenses Summary window, the Daily Expenses Breakfast, Lunch,
Dinner, and Incidentals columns display the total amounts allocated to each meal and incidentals
for all travelers on each day of the trip.

View Dally Expenses Summary
Daily Expenses
Lodging
Date  Site Lodging WR Beeakfast Lu
Tax
-
un- 0.00 5400 57.00
43
un- Q.00 .00 5400 57900
Q0 0.00 6290 £4.30
un 0.00 0.00 6200 65850
202
25
ur- 0 0.00 6300 6650
25-
un Unized ) 0.00 Qe 0N
202 ates
Toma 0.0 o0
Per Déiem Rate information For Sites On This Trlp
te
Cimcinnagi OH. United State 2021 2021)
Cincinnezl, OM, United Seates (23-Jun-2021 - 25-4un-2021)

Dinner

#lron

and Other

Mand
. Tramsport
neidentaly 3
Total
1500 7
1500 228.00
140 286
0o 17.50 266.00
1750 126.30
C .00 0 N
113050

odging Breskfast Lunch Dianer
1% v -

&30 5 53 0 &

52850 63.00 8650

-

Daily
Total

té
266,00
19950
2009
50.5¢

weidentals

Reimbursement

"4.):

o
"
©
n
=

el
"

0 Der Diern

Dther

Infarmation

Figure 113: Voucher View Daily Expenses Summary — Dependent Expense Entitlements
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16 Recalling an Authorization from the Approval Process

You can recall an authorization if you need to change if after you have submitted it for approval, but
before it completes the approval process. Recalling a document removes it from the approval process,
and changes the status of the document from Pending Approval to Revised. You can make changes and
then resubmit the document for approval.

NOTE: You can recall an authorization that is pending approval at any time until it receives final approval.
After an authorization receives final approval, you can only amend it to make changes.

Complete the following steps to recall an authorization.

1. Locate the trip on the My E2 Trips tab.
2. Click Show. This displays the authorization's Summary page.

TIP: If the Trip Dashboard tab initially displays, locate the document in the Authorizations
section, and then click Show.

Step 9: Summary w

Traveler Naose: RS LINCOLY Trp & 227723 Awmtharization Status:  Pengding Aumocizac

Busic Information - View Dulaily v

Reservation - View Detalls v

Site Detadls - Yiew Details v
Expenses - View Detalls v
Accoumting - View Detaily v
Advances - View Detally v
Advance Accounting - Yiew Detalls v
Travel Policy Justifications - Vigw Details <
Travel Policy Warnings -
City Pair Information v
Remarks ~

Aoceipts and Attachments - E4it Delails v

Figure 114: Authorization Summary — Recall button

3. Click Recall. This displays a Confirm Action window.
4. Click Confirm. The status of the document changes to Revised Authorization. Make your
changes and then resubmit the authorization for approval.

CWTSatoTravel Proprietary & Confidential Page 115



UG25 Creating Authorizations

17 Revision History

Date Description
09/2021 e Replaced section 9.5.1.1 (Private Transportation)
with section 9.5.4 (Private Transportation)
e Added:

o Bullet to section 5.2 (Arranger Session)

o Section 9.5.5 (Long-Term Taxable Travel
Expenses)

e Updated:

o Sections 5 (Getting Started) and 6
(Completing the Basic Information Step)

o Descriptions of Reimbursement Type: JTR
and GMR/PMR in section 9.4.1 (Fields)

o Sections 15.1 (Adding Dependents to an
Authorization)

o Section 15.1.3 (Trip History)

o Table in section 15.2 (Dependent Lodging,
Meals, & Incidental Expenses) to include
JTR/Emergency

07/2021 e Added section 15.2 (Dependent Lodging, Meals, &
Incidental Expenses)
e Updated:

o Section 8.2 (Add a Break to a Round Trip,
step 3b)

o Section 13.7 (Compact Printable
Authorization) and figure 77 (Compact
Printable Authorization)

o Section 15.1 (Adding Dependents to an
Authorization)

04/2021 Added
e Section 1 (Introduction)
e Section 9.3.4 (Actual Reimbursement Maximum)
under Lodging Expenses
e Section 9.4.4 (Actual Reimbursement Maximum)
under Meals and Incidental Expenses
Section 9.4.5 (Reduced Incidental Amount [JTR])
Section 9.4.6 (Proportional Meal Rate [JTR])
Section 9.4.7 (Per Diem for JTR Travelers [JTR])
Tip to section 9.5.1 (Adding Other Estimated
Expenses) based on customer feedback
Updated
e Figure 76 (Trip History page)
e Reimbursement Type field in section 9.4.1 (Fields)
e Section 9.4.2 (Modify Meals & Incidental Expenses)
e Section 15 (Creating Dependent Travel)

01/2021 e Updated sections 12.6 (Printable Authorization) and
12.7 (Compact Printable Authorization)
e Updated figure 74 (View Daily Expenses Summary
window)

Release

21.3

21.2

21.1

20.4
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Date
07/2020

04/2020
10/2019
05/2019

06/2018

03/2018

Description

Clarified the values on which you may search (i.e.,
Document ID field) in section 4.1.2 (Advanced
Filtering)

Updated section 10.1 (Selecting Travel Policy
Justifications) to include additional information on
potential requirements and the explanations available
Updated screen shots

Updated section 4 (Creating Travel for Another User)

Updated title page graphic and copyright information
Updated:

Section 7.1 IDL field with note

Section 7.2 IDL field with note

Section 8.3.1 Notes field in table (lodging)

Section 8.4.1 Notes field in table (M&IE)

Section 12.9 Note added below screen capture about
IDL

Updated:

Figure 17: Authorization — Site Details page with a
reservation and a break

Figure 18: Authorization — Site Details page with no
reservation

Figure 19: Site Details — Break added

Figure 20: Site Details — Site added

Figure 22: Search Location window

Figure 23: Search Location — Search Results
Figure 26: Meals and Incidental Expenses — Filter
Options (expanded)

Figure 32: Add New Expense window

Figure 33: Private Auto Mileage expense

Figure 34: Edit Expense window

Figure 37: Add New Expense — Foreign Currency
Enabled

Figure 41: Add New Expense — Pay To field

Figure 53: Split Funding — Split Funding by Expense
Date

Figure 54: Split Funding — Expense Date Funding
Selections

Updated images throughout the document

Updated sections 3 (Getting Started), 5 (Completing
the Basic Information Step), and 6.1 (Reservation
Data) for the Start a Travel Document drop-down
list

Updated section 4.2 (Arranger Session) with
information regarding the User Options menu
Updated section 6.2.4 (Cancel a Reservation) to
show Online Help instead of Find Answers

Updated sections 8.1 (Using Filtering to Perform
Searches) and 8.2 (Using the Apply to All Displayed
Expenses Function) to reflect the new options
available

Release

20.2

20.1
19.3
19.2

18.2

18.1
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Date
01/2018

09/2017

03/2017

01/2017

06/2016

03/2016

09/2015

06/2015

Description Release

Document formatting and layout changes 17.4
Updated figure 6 (Travel for Others page —
Designated Travel Arranger options)

Updated screen shots in sections 2 (The Workflow 17.3
Workspace), 2.1 (Left Side Navigation), and 2.3
(Main Area)

Updated section 6.1 (Manage Trip Reservations) for
the new options available in the Manage Trip
Reservations window

Updated sections 8.3 (Modifying Lodging Expense
Information) and 8.4 (Modifying Meals and Incidental
Expenses (M&IE) Information) for the Long Term
Travel feature

Add a bullet (Printing a compact authorization) to
section 12 (Other Actions Available While Creating an
Authorization). This bullet links to a new section 12.7
— Compact Printable Authorization. (The previous
section 12.7 — Remarks — and all subsequent
headings in section 12 were incremented by one.)

Updated: 17.1

Section 5, Completing the Basic Information Step,
with a new Quick Links list image that includes the
Show Held Reservations option

Section 10.1, Selecting Travel Policy Justifications,
with information regarding the Lowest Compact Car
validation

Section 12.5, Attachments, for the new 10 MB file
size allowed for attachments

Updated: 16.4

Section 4, Creating Travel for Another User, to clarify
list that appears for user with role of arranger
Section 8.8, Estimating TMC Fees, for single TMC
fee to cover all reservations for a trip

Section 9.5.1, Split Funding by Expense Type, to
show Split Funding window for agencies with method
of reimbursement ("Pay To") enabled

Updated section 12.5, Attachments, for delete attachment 16.2
functionality enhancement and changes to fax process

Updated section 6, Completing the Reservation Step, for link 16.1
changes (including images)

Updated: 154

Image for Trip Dashboard in section 2.5, Dashboards
Images for fare type information in section 6,
Completing the Reservation Step, section 12.9, View
Itinerary Details and section 12.10, View Trip History
Section 7.4, International Date Line Indicator, to
clarify IDL east and variable per diem rate impacts

Added section 8.8, Estimating TMC Fees 15.3
Updated:
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Date Description Release

e Section 8, Completing the Expenses Step, for
variable per diem rates for standard sites and
automatic addition of estimated TMC fees

e Section 12, Other Actions Available while Creating an
Authorization, to include View Routing History and
View Routing Path

e Section 12.3, Add Non-Federal Sponsor, to clarify
expense categories

e Images in section 12.5, Attachments

e Section 12.8, View Daily Expenses Summary, for
variable per diem rates

e Section 12.11, View Routing History, for action
(includes new image)

04/2015 Added section 12.14, Open or Group Authorization Details ETS2/15.2
11/2014 Updated section 10.3, Reviewing City Pair Information, with ETS2/14.4
new image and clarification that all listed fares are one-way
fares
07/2014 Minor updates ETS2/14.3
06/2014 e Removed Conference reimbursement type from ETS2/14.2

section 8.3, Modifying Lodging Expense Information

e Added No Expenses reimbursement type to section
8.3, Modifying Lodging Expense Information and
section 8.4, Modifying Meals and Incidental Expenses
(M&IE) Information

e Updated dimensional account code search
information in section 9.3, Adding a Dimensional
Account Code

e Updated sections 7.4 — International Date Line
Indicator, 8.3 — Modifying Lodging Expenses and 8.4
— Modifying Meals and Incidental Expenses, for
information about IDL indicators.

e Updated images and list name in section 9.5, Using

Split Funding
01/2013 Copyright update ETS2
10/2012 General availability ETS2
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18 Trademark and Copyright

E2 Solutions and CWTSato To Go are trademarks of CWT. All other marks are the property of their
respective owners.

Copyright © 2021 CWT. All rights reserved.

CWTSatoTravel Web Site: http://www.cwtsatotravel.com
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