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1 Introduction 

This document contains information regarding the travel advance 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. 

1.1 Understanding Travel Advances 

In E2 Solutions (E2), travel advances are pre-payments for estimated expenses paid to a traveler. This 

document describes the process of requesting a travel advance after an authorization has been 

approved. 

1.1.1 Requesting an Advance 

You can request a travel advance for additional funds for your trip (beyond those already 

authorized by your approver) prior to the end of your trip. You can ask for travel advances until 

the maximum travel advance amount for your trip has been reached, after which no funds will be 

available for additional advances. Once the advance is approved in E2 and interfaced with your 

FSMS financial system, the advance amount is deposited into your bank account. 

E2 calculates the maximum amount allowed for a trip by totaling estimated meals and incidental 

expenses, as well as any other non-excluded expenses, and multiplying that amount by 80%. 

You may only request an amount that is 80% of your eligible expenses. 

NOTE: Advance calculations are performed using only "Pay to Traveler" expenses from the 

authorization’s Expenses page. Any expense where the Pay To field is set to Agency Billed or 

Travel Charge Card is automatically considered an excluded expense. 

All advances received for a trip must be liquidated against voucher expenses that would normally 

be reimbursed to the traveler. 

1.2 Rules 

Travel advances are not available if: 

• The travel authorization has a status of New, Pending Approval, Agent Intervention, or Closed. 

• The date of the travel authorization has passed and the authorization is considered a verbal 

authorization to travel (VATT). 
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2 Getting Started 

Complete the following steps to start the process for creating a travel advance. 

1. Click the My E2 Trips tab. 

 

Figure 1: My E2 — Trips tab 

2. Locate the trip for which you are creating an advance in the list. 

3. Click the Show link. This displays the Trip Dashboard. 

TIP: If the Create Travel Advance button is not enabled, the authorization, trip status, or your 

group's travel policy does not allow you to request an advance at this time. 

 

Figure 2: Trip Dashboard — Create Travel Advance button 

4. Click the Create Travel Advance button. This displays the Advance Basic Information page. 
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3 Completing the Basic Information Step 

With the Advance Basic Information page displayed, complete the following steps. 

1. Enter the whole dollar (USD) amount you are requesting for the advance in the Advance 

Amount field. 

 

Figure 3: Advance Basic Information page 

2. Click Save and Next Step to move to the next step in the advance process. 
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4 Completing the Accounting Step 

The account codes (i.e., POET lines) used to fund the advance are automatically populated on the 

Advance Accounting page. If necessary, your funds manager will adjust the accounting lines during the 

approval process. 

Click the Save and Next Step button to continue to the next step in the advance request process. 

 

Figure 4: Advance Accounting page 
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5 Completing the Summary Step 

The Advance Summary page allows you to review the travel advance and make sure it is correct before 

you submit it for approval. 

 

Figure 5: Advance Summary page 

Complete the following steps to submit the advance for approval. 

1. Review the information in each section. If you need to make changes, click the Edit Details link 

in the section header to return to that workflow step. 

2. When you are finished, scroll to the bottom of the page and click Send to Approver. This 

displays a Confirm Action window. 

3. Click Confirm. 



USCG UG70 Creating Advances   

CWTSatoTravel                                            Proprietary & Confidential           Page 8 

6 Other Actions Available 

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

while creating an advance, including: 

• Adding remarks 

• Printing the advance 

• Viewing routing history 

• Viewing advance details 

• Viewing history 

• Viewing the routing path 

6.1 Add Remarks 

Complete the following steps to add remarks to the advance. 

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

 

Figure 6: Remarks window 

2. Click the Add Remarks tab. 

 

Figure 7: Remarks — Add Remarks tab 
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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. 

4. Click Save and Close to save your remarks and close the Remarks window. 

6.2 Print the Advance 

Complete the following steps to review a printable version of the advance. 

1. Click the Printable Advance link in the Other Actions section. The advance appears as a PDF 

file in a new browser window. 

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

 

Figure 8: Printable Advance 
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6.3 View Routing History 

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

page. This page provides an audit trail of routing events for you advance, including the date and time of 

the event, action that triggered the event, and the event description. 

6.4 View Advance Details 

Click the View Advance Details link in the Other Actions section to display the View Advance Details 

page. Details include total advance amount, type of payment, status, and remaining amount to be 

liquidated. If the advance was received in a foreign currency, the currency amount and exchange rate are 

also shown. 

6.5 View History 

Click the View History link in the Other Actions section to display the View History page. This page 

allows you to view a summary of actions taken on the trip. 

 

Figure 9: Trip History — Advance 

6.6 View Routing Path 

When an advance document has been submitted for approval, the status of the document changes to 

Pending Approval, and it is sent on a specific path that may include multiple approval steps, triggered by 

a set of rules that are applied to the advance. Click the View Routing Path link in the Other Actions 

section to display the View Routing Path page, which allows you to view the routing path for the advance 

and, if allowed, make minor changes. 

The View Routing Path page lists all of the steps in the approval path for the advance, 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 

approves the advance is a member of this approver group. 

• Approval Reason – The rule that triggered the approval step. 



USCG UG70 Creating Advances   

CWTSatoTravel                                            Proprietary & Confidential           Page 11 

• 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. 

 

Figure 10: View Routing Path — Advance 

6.6.1 Change the Approver 

If the advance 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 advance. 

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. 
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7 Extras 

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: 

• Returning to the Trips tab 

• Deleting the advance 

TIP: Always save any changes you have made before you click an Extras link. 

7.1 Return to the My E2 Trips tab. 

Click the Trips List link in the Extras section to go to the My E2 Trips tab. This tab lists all of your trips, 

and you can choose to show, copy, or archive trips, or create a new authorization. 

7.2 Delete the Advance 

Plans change. E2 helps you manage those changing plans by allowing you to delete a travel advance, if 

you have not already submitted the advance for approval. 

The Delete Advance link is available at any point in the advance creation process, after completing the 

Advance Basic Information page but before submitting the advance for approval. Complete the following 

steps. 

1. Click the Delete Advance link in the Extras section. This displays a Confirm Action window 

asking you to confirm whether you want to delete the advance. 

2. Click Confirm. The advance is removed from the system, and a success message displays to 

confirm the advance was successfully deleted. 
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8 Recalling an Advance from the Approval Process 

If you need to change an advance after you submit it for approval, but before it completes the approval 

process, you can recall the document. Recalling a document removes it from the approval process and 

changes the document's status from Pending Approval to Revised. (You can recall an advance that is 

pending approval at any time until it receives final approval.) You can make your changes and then 

resubmit the advance for approval. 

Complete the following steps. 

1. Locate the trip associated with the advance on the My E2 Trips tab. 

2. Click the Show link. If the Advance Summary page displays, skip to step 6. 

3. Click the Trip Dashboard tab. 

4. Locate the advance in the Advances section of the Trip Dashboard. 

5. Click the Show link. This displays the Advance Summary page. 

 

Figure 11: Advance Summary — Recall button 

6. Click Recall. This displays a Confirm Action window. 

7. Click Confirm. The status of the document changes to Revised. 

8. Make your changes and then resubmit the advance for approval. 
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