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Changes/Revisions Record

This is a living document that is changed as required to reflect system, operational, or
organizational changes. Modifications made to this document are recorded in the
Changes/Revisions Record below. This record shall be maintained throughout the life of the

document.
Version Changes Made by
Number Date Description of Change/Revision Name/Title/

Organization

1.0.1 | 7/8/2019 Updated fees and fix a few errors

ECobbs/FSD CSB
Training

1.0 12/13/2018 | Updated fee information for FY 2019

ECobbs/FSD CSB
Training
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E2 Travel Basic

Training Exercises

Exercise #1:

Log into the System and Travel for Others

Objectives: e Login as an preparer

Instructions:

e Loginto a traveler to prepare trips

Execute the following steps:

Step

Action

1

From the E2 Login screen:

éZSolutlons*
E2 User Id

Password

Login Help

About E2 Solutions

G5A eTravel Program

> Enter E2 User ID
> Enter Password
» Click Login

EAST FRAIFIEINI

HOTELS

MAKE [GOVERNMENT TRAVEL | WORK FOR YOU

FLIGHTS

EVIEAITE

FY 2019 — Version 1.0.1
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Step

Action

2

A Warning Banner appears:

WARNING MESSAGE AND PRIVACY ACT NOTICE

WARNING MESSAGE

This is a U.5. Federal Government information system that is "FOR OFFICIAL USE ONLY."
Unauthorized access is a violation of U.S. Law and may result in criminal or administrative penalties.
Users shall not access other user' or system files without proper authority. Absence of access
controls IS NOT authorization for access! Infermation systems and equipment related to the E-Gov
Travel Service are intended for communication, transmission, processing, and storage of U.S.
Government information. These systems and equipment are subject to monitoring by law
enforcement and authorized officials. Monitoring may result in the acquisition, recording, and
analysis of all data being communicated, transmitted, processed, or stored in this system by law
enforcement and authorized officials. Use of this system constitutes consent to such monitoring.

PRIVACY ACT NOTICE

CW Government Travel, Inc. wants to make your experience online satisfying and safe. We want to
provide you with the means to control your privacy and give you a way to voice questions or
concerns you may have. This company will hold ownership of any information you provide us. We
will not sell ownership of this data to any other company or organization. We will not transfer
information to competitors. If you are providing personal information within a registration page, it
will only be used within our domain unless you choose to allow third party data sharing.

Your Acceptance of these Terms

» Click Accept

The My E2 screen appears:

"
#39"-"'0"5 MYE2 MYAPPROVALS TRAVELFORCTHERS REPORTS ERINSELBY »

AtaGlance  Trips  Local Travel

4L, You have 9,081 day(s) ta change your password. Access your E2 Profile and chocse a new password.

€ Start a Travel Document Bulieting
A.30-May-2018: Remember to always book a Fedlooms hotel with your
What would you like to do today?  Create an Authorization g “ trigs

A 10-Dec-2015: O
Profile to view and,

vou sceess your E2 account for the first time, click
LI e

To Do List
Pending Approvals
You cannot make reservations online until you have a TMC Profile ID. Go to Profile and click Edit Travel

Preferences link, @ 1o pending approvals found.

Additional Notices.

Travel profile incomplete ..,

» Click the Travel For Others View Tab

FY 2019 — Version 1.0.1 6
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Training Exercises

Step

Action

4

Travel for Others

Agency:
Organzanian;
Major Customer:

Minor Customer:

Minor Customen:

Traveler informaticn
Last Mame:

Email;

Crder by Name

Arr.
il Travel
ABERDEEN, CYNTHIA  Arrange
ADAMS, RAYMOND Arrange

Plaase select a Minor customer.

The Travel For Others screen appears:

e B

or

Ondy show travelers for whom you ane 3 designated travel arranger

» | Sort Ascending Sort Descending

Email Address

eznuil@cwtsatotravel.com  DOCAUDSTOE

eZnull@cwteatotravel.com  DOCAPRFD2S

» Search for the training Traveler ID (i.e.

Firgt Nami:

E2 User Id;

Appip e

£2 User 1d Major Customer

NOAA NWS 20-01 Nat Weeather
Service

NOAK NWS 20-01 Nat Wiather
Service

E2 User ID)

Message Center | Profile

Eind Answers ¢ Logout ¢ Welcome ERIN SELBY

2 piver Options (Firering is on

NOAR NWS 20-01-0005-01-00 Forecast
Decision Tr

Travel for Others

The search results appear:

é&:lullms My E2 My Approvals [REEFEEEEL TS feports

Message Center @ Profile

Find Answers * Logout + Welcome ERIN SELBY

Agenty:

Organaation:
Major Customar

HENor Customer:

Mince Customer:

Traveter Information

Plaase cebect 3 Minor customer...

- oR-

Onily show travelers for whom you are 3 designated travel arranger

) Fiter ootions. (Pseing is on)

SELKMAN, JENNIFER  Arrangs

» Click on Arrange

ednull@owtsatotravel com

DOCTRVETHL NOAA NWS 20-01 Nat Weather Service

Last Name; First Name:
Email: E2 User 1d:  [doctrvsto
pply Filtar
Order by | Name v Sort Ascending Sort Descending
Mame Arrange Travel  Email Address E2userid  Major Customer Customer

ROAA NWS 20-01-0003-02-00 Communications Div

Showing 1 - 1 of 1
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E2 Travel Basic Training Exercises

Step Action

6 |The Traveler's My E2 screen appears:

‘gsmm.m:s TRAVELER'STRIPS  TRAVELER'S PROFILE JENNIFER SELKMAN // ERIN SELBY v

AtaGlance  Trips  LocalTravel Oy i Group

@ Start a Travel Document Bulletins

A.30-May-2018: Remermber to slways book a FedRoorms hotel with your
What would you ike to do today? | Make Reservations . n nip

A410-Dec-201%: Once you access your E2 account for the first time, click
Profile to view and.. caad more

To Do List

Pending Approvals

o Get started h'.' H"(‘{III\R A QUICK LINKS to shop for a reservation, create a naw travel authorization, or other
travel documents. ) 1o pending approvals found.

Additional Notices

@ o additional natices found,
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Exercise #2: Basic Travel Authorization

Objectives: e Create a Basic Travel Authorization (TA)

¢ Navigate each step of the TA

Instructions: Execute the following steps:

You have been instructed to attend a training class in Chicago, IL. The class dates are the
October 23-24, 2018. You will have travel days on either side of the training. Your POV costs
will include a person taking you to the airport and picking you up. Your authorization will need
to include the following costs:

Estimated Expenses

$287.00 = Round-trip air fare

$37.63 = TMC Transaction Fee

50 miles one way to airport using private vehicle (POV)
$350 for Rental Car

$65 for Rental Car Gas

$10/night for Parking at the hotel

$25/night for Hotel Tax

$50 for Internet Fees

$50 Checked Baggage Fees

Step Action

1 |From the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
» Select Create an Authorization
» Click Go

2
é Solutions”  \yE2  MYAPPROVALS TRAVEL FOR OTHERS REPORTS
AtaGlance Trips Local Travel Open Authorization Group Authorization

-:é:l Start a Travel Document

What would you like to do today? | Make Reservations v
| Make Reservations

Show Held Reservations
Create an Authorization

To Do List Create Local Travel Claim
Create Qpen Authorization
Create Group Authorizatiaon
6 Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

FY 2019 — Version 1.0.1 9
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Step Action
Notes:

v"In production, if you did not have a reservation set up, you would click Make Reservation

v"In production, if you called the TMC, you would create your authorization and then
associate the reservation to the authorization.

v"In production, if you had made your own reservation, but didn’t create an authorization at
the time of the reservation, you can still add it by going to held reservations and then
create the authorization.

v' For Training Purposes we will not be working with the Online Reservation System or
reservations

2 |The Stepl: Basic Information screen of the authorization appears:

ERIN K COBBS v

Salect Type of Travel

» Select the Type of Travel (i.e. Training)
» Enter the Specific Travel Purpose (i.e. Travel Training in Chicago)

» Click Save and Next Step

Notes:

v' The E2 Solutions travel system generates a Document Number for the Authorization.

v' The E2 Solutions travel system generates a Trip Number that groups all travel
documents together.

v" The Trip Number is the number that keeps the authorization and vouchers together and
is what is used to query for information.

FY 2019 — Version 1.0.1 10




Training Exercises

E2 Travel Basic

Step

Action

3

The Step 2: Reservation screen of the authorization appears:

Trip Dashboard  Autharization

Step 2: Reservation o

Traveler Nome: ERINKCOBOS  TripiD: 1159363 Authorization Status: Mew Ausharization

& Basic

Confirmation Number:

Make New Reservation
Manage Trip Reservations

Next Step Back 1o Seg 1 Bauc information

» Click Next Step

Notes:

v For training purposes we will be skipping this step.
v In Production, this is the step you would be using if you had made a reservation outside
of the system and needed to associate it to the authorization by using Manage Trip

Reservations.
v’ If you had a reservation already associated, this is the screen you'd go to in order to

view/change your reservation.

FY 2019 — Version 1.0.1 11




E2 Travel Basic Training Exercises

Step

Action

4

The Step 3: Site Details screen of the authorization appears:

Step 3: Site Details o

[Site §] Begin: Washingios, DC, Unfed States -

Select the Departing Date (i.e. day before the training class starts)

Select the Departing Time (i.e. defaults to morning)

Change the Departing From if needed (i.e. defaults to your profile location)
Enter the Going To (i.e. Chicago)

Select the Returning Date (i.e. day after the training class ending)

Select the Arrival Time

Click Save and Next Step

YVVVVYVYVYYY

Notes:

v" For training purposes we will be entering information into this section.

v'If there is a reservation associated to the authorization this information will automatically
fill out based off the reservation, but it should still be looked at to make sure all
information is correct for per diem purposes.

v If changes occur to reservations, this screen is not automatically updated.

FY 2019 — Version 1.0.1 12




E2 Travel Basic

Training Exercises

Step

Action

5

The Step 4: Expenses screen of the authorization appears:

Trip Dashboard A

infarmation has been wved ustesslully.

D Site detaits

Expense Infarmation

Add Mew Expente

Back 1o Sreg 3 Swe Desaily

To add hotel tax, on the lodging line, click on Modify

Notes:

v/ The system will automatically populate your Lodging and Meals and Incidentals based off

the locations in your site detalils.

v/ If you had a reservation tied to the authorization the system will automatically populate

the transportation costs (i.e. airfare, TMC fee and rental car)

v' The system will automatically put an expense cost for a Voucher Transaction Fee; this

however will not be actually charged until you file the voucher.

FY 2019 — Version 1.0.1
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E2 Travel Basic Training Exercises

Step Action

6 | The Lodging Expenses pop-up window appears:

Lodging Expenses
~ Filter Options ~ ~ Apply to All Displayed Expenses

Lodging Site: Chicago, IL, United States

Order by:| Date v || Sort Ascending | Sort Descending
Date Reimbursement Type Per Diem Rate Amount  Allowed Estimated Tax Pay To Day Off Shared Notes  Alerts
23-0ci-2017 Per Diem v 226.00 226.00 226.00 0.00| | Traveler v
2:0c2017 | PerDiem v 226.00 22600, 22600 0.00 | Traveler v
25-0ct-2017 Per Diem v 226.00 226.00 226.00 0.00| | Traveler v
26-0ct2017  Per Diem 226.00 0.00 0.00 0.00 No
Running Totals: 672.00 672.00 0.00
Total Estimated Lodging: 673.00

Save and Close Save Exit Window

There are four sections to this window:

Filter Options
Apply to All Displayed Expenses
Lodging Site
Order by
o Sort Ascending
o0 Sort Descending

FY 2019 — Version 1.0.1 14




E2 Travel Basic Training Exercises

Step Action

6a | The Filter Options allows a user to filter the expenses showing on the screen by
a date, Reimbursable Type or Pay To. Fill out one of those areas and then click
Apply Filter.

Lodging Expenses

A Filter Options

From: i

To:

Reimbursement Type: Select Cne v

Pay To: Select Cne v
Apply Filter

FY 2019 — Version 1.0.1 15



E2 Travel Basic

Training Exercises

Step

Action

6b

The Apply to All Displayed Expenses allows a user to:

Change the reimbursement type (i.e. Actuals, reduced, etc.)

Change the lodging amount

Enter an allowed lodging amount
Enter estimated lodging tax amount

Change the Pay To
Add an Official Day Off

Add that your lodging is being shared

If information is only entered in here, without doing any filtering first, it would
apply to all displayed lodging.

Lodging Expenses

~ Apply to All Displayed Expenses

Reimbursement Type: No Change

s ;
Lodging Amount:

Allowed:

Estimated Lodging Tax:

Pay To:
Official Day Off:

Shared:

v Fjiter Options

No Change
Mo Change
No Change

Apply to Displayed

FY 2019 — Version 1.0.1
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E2 Travel Basic Training Exercises

Step Action

6¢c | The Lodging Site section will show the lodging information for the location
selected. If there’s more than one, a drop down arrow will show to allow a
selection between locations. The following can be done on this screen:

Change the Reimbursement Type (i.e. Actuals, reduced, etc.)
Change the lodging amount

Enter estimated lodging tax amount

Change the Pay To

Add an Official Day Off

Add that your lodging is being shared

It's similar to the Apply to All Displayed however, on this screen each action has
to be done on the individual expense.

Lodging Expenses
w Filter Options w Apply to All Displayed Expenses

Lodging Site: Chicago, IL, United States

Order by: | Date ¥ | | Sort Ascending | Sert Descending
Date Reimbursement Type Per Diem Rate Amount Allowed  Estimated Tax PayTo Day Off Shared Notes Alerts
22-0ct-2018 Per Diem A 223.00 223.00 223.00 0.00 | Traveler ¥
23-0ct-2018 Per Diem v 223.00 223.00 223.00 0.00 | Traveler ¥
24-0ct-2018 Per Diem A 223.00 223.00 223.00 0.00 | Traveler ¥
23-0ct-2018  Per Diem 223.00 0.00 0.00 0.00 Mo
Running Totals: 669.00 669.00 0.00
Total Estimated Lodging: 669.00

v Now we need to add the Hotel Tax. That money will need to be split between the
days of the trip as it has to be entered for each day of lodging.

Lodging Site: Chicago, IL, United States

Order by: | Date ¥ | Sort Ascending = Sort Descending
Date Reimbursement Type Per Diem Rate Amount Allowed  Estimated Tax Pay To Day Off Shared Notes
22-Oct-2018 Per Diem v 223.00 223.00 223.00 25.00| | Traveler v
23-0ct-2018 | Per Diem v 223.00 223.000  223.00 25.00| | Traveler v
24-0ct-2018 | Per Diem v 223.00 223.000 223.00 25.00| | Traveler v
25-0ct-2018  Per Diem 223.00 0.00 0.00 0.00 No
Running Totals: 669.00 669.00 75.00
Total Estimated Lodging: 744.00

> When finished click Save and Close

FY 2019 — Version 1.0.1 17




E2 Travel Basic

Training Exercises

Step

Action

8

The Step 4: Expenses screen of the authorization appears with the updated

lodging costs:

Step 4 : Expenses w

€ Lodging expenses have

Exprense Infermation

Traveler

Agency Nlled

» Click the Add New Expense link
FY 2019 - Version 1.0.1 18




E2 Travel Basic Training Exercises

Step Action

8a |The Add New Expense pop-up window appears:

Add New Expense

Date of Expense:® 22-0ct-2018
Expense:* Select Expense Type M
Amoun t* 0.00

Description:

Remark: Add an Optional Remark

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

Save and Close Exit Window

Enter the Date of Expense (i.e. defaults to the beginning date of the trip)
Select the Expense

Enter the Amount

Enter a Description (if needed)

Click Save and New (if adding more expenses) or Save and Close (if
finished entering expenses)

Y VVYYVYY

Do each step above for the following:

Estimated Expenses

$287.00 = Round-trip air fare (Airfare — Common Carrier)
$37.63 = Transaction Fee (TMC Fee (Online With Air or Rail)
50 miles one way to airport using private vehicle (POV) (x4)
$350 for Rental Car

$65 for Rental Car Gas (Fuel — Gasoline)

$10/night for Parking at the hotel

$50 for Internet Fees (Business Center Services)

$50 Checked Baggage Fees
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Step Action

Notes:

v' There is an area to put a remark to the expense; however we suggest you do not use the
remarks here. There is another area in which to put remarks.

v' Allow the system to choose the site of expense based on date.

v/ Based upon the expense chosen, additional fields may show up that need to be filled out
as well.

v Internet and such fees should be listed under Business Center Services

v If you have expenses that are at the start of the trip that also need to be at the end of the
trip, like checked baggage, you can copy that expense to all dates or a specific one.

v/ Once some expenses have been entered, you have at the bottom of the expenses the
ability to see 10, 25, 50 or All expenses on the page.

Expense Information

Agency Billed Mogisy Loy Deieng

ow (10 [25]150) [AN| e

Add Mew Expense

» Verify all expenses have been entered
» Click Next Step

FY 2019 — Version 1.0.1 20
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Step Action

9 The Step 5: Accounting screen of the authorization appears:

Step 5: Accounting o

Traveler Name: SELENA JENKINS  TripID: 313198  Authorization Status: New Autherization
I Mo account codes selected. Click the "Select Account Codes' link below to add an account code.

Accounting
0 Mo account codes selected.

Select Account Codes

Save and Next Step Save Back to Step 4: Expenses

> Click the Select Account Codes link

FY 2019 — Version 1.0.1 21




E2 Travel Basic

Training Exercises

Step Action

9a |The Account Code Selection pop-up window appears:

Account Code Selection

Select Account Codes Add Account Codes

Select  Source Description Account Code
Minor Customer FY 10 - ACCS1 51 0440000-000 2019-08-0 -000 11-01-0006-02-00-00-00
Minor Customer FY 19-ACCS2 51 0443000-000 2019-98-0 -000 99-04-0000-00-00-00-00

Select and Close Select Exit Window

or at the minor level.

a particular account code.

» Click Add Account Codes tab

[

Delete
Delete

Delete

There are two tabs to this screen. The first tab is Select Account Codes. What
displays here are account codes that have been saved as favorites to your profile

The second tab is Add Account Codes. This is where you would go to search on

FY 2019 — Version 1.0.1
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E2 Travel Basic Training Exercises

Step

Action

9b

The Add New Expense pop-up window Add Account Codes tab appears:

Account Code Selection
Select Account Codes Add Account Codes

Add Account Code

Add an account code by entering the segment data in the corresponding fields below and dlicking Add. To pre-fill
segment data from an existing account code, click on the account code link in the Templates section below.

Bureau: 51
Project/Task: m
FCFY/Fund/Program:

Trip Accounting Code Templates

Description Account Code

Add and Close Add Exit Window

The Add Account Code section is where a search would be done for accounting

codes. The Bureau field should automatically populate based on the bureau of
the traveler.

9b1

In the Project/Task field:

» Enter a Project Code (if known)
» Click Search

Bureau: 14
Project/Task: 28LEF28
Notes:

v If searching by project and task codes, make sure to put a hyphen (-) between the two
codes with no spaces (e.g. 28LEF18-B00)

v/ ACCS must be selected using the search feature, typing the values in the field alone will
not add the accounting.
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Step Action
9b2 | A listing of all active and current ACCS codes will show up.
Dimensional Accounting Code Search
Code Values Description
0440000-000 GRANTS OPERATIONS-CHANGE
0443000-000 CB5-MO TASK
DSESDED-000 OGC ADMIN-NO TASK
Showing 1-3 of 3
» Select the code by clicking on it
9b3 | The Project/Task field should now have the selection filled in:
Project/Task: 0443000-000 m
FCFY/Fund/Program: m
For the FCFY/Fund/Program field
» Click Search
9b4 | Another pop-up window will appear showing the Fund Code Fiscal Year, Fund

Code and program associated to the project that you selected:

Dimensional Accounting Code Search

Code Values Description

2016-58-01-00-00-000

2017-92-01-00-00-000

2019-58-01-00-00-000

2020-92-01-00-00-000

Showing 1-4 of 4

» Select the code by clicking on it (e.g. current FCFY)

FY 2019 — Version 1.0.1 24




E2 Travel Basic

Training Exercises

Step

Action

9b5

The FCFY/Fund Program field should now have the selection filled in:

Project/Task:

FCFY/Fund/Program:

Org Code:

0443000-000

2015-98-01-00-00-000

For the Org Code field:
» Enter the Org Code (if known)

>

Click Search

9b6

Another pop-up window will appear showing the Org codes associated to what
you searched on:

Dimensicnal Accounting Code Search

Code Values

01-00-0000-00-00-00-00

01-00-3001-00-00-00-00

01-01-0000-00-00-00-00

01-03-0000-00-00-00-00

01-03-0001-00-00-00-00

01-03-0002-00-00-00-00

01-03-0003-00-00-00-00

01-03-0004-00-00-00-00

01-03-0005-00-00-00-00

01-03-0005-02-00-00-00

01-03-0005-02-02-00-00

= [anlTarllral .

Exit Window

Description

IMMEDIATE OFFICE OF THE SECRETARY
AGIE'S TEST

CHIEF OF STAFF FOR ASST SECRETARY
OFFICE OF COUNSELLOR / CHIEF OF STAFF
OFFICE OF WHITE HOUSE LIASON
EXECUTIVE SECRETARIAT

OFFICE OF BUSIMESS LIASON

OFFICE OF POLICY, PLANNING, & COORDINA
OFFICE OF PUBLIC AFFAIRS

OFFICE OF PUBLIC AFFAIRS

OFFICE OF PUBLIC AFFAIRS
112131415 7

Showing 1 - 10 of 151

» Select the code by clicking on it

FY 2019 — Version 1.0.1
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Training Exercises

Step

Action

9b7

Account Code Selection

Select Account Codes Add Account Codes

Add Account Code

Trip Accounting Code Templates

Description

Add and Close Add Exit Window

» Click Add and Close

Now that all three fields have values:

The Org Code field should now be filled in:

Add an account code by entering the segment data in the corresponding fields below and clicking Add. To pre-fill
segment data from an existing account code, click on the account code link in the Templates section below.

Bureau: 51

Project/Task: 0443000-000 m
FCFY/Fund/Program: 2019-98-01-00-00-000 m
Org Code: 01-03-0005-02-02-00-00 m

Account Code

9c

Step 5: Accounting &

» Click Save and Next Step

The Step 5: Accounting screen of the authorization appears with the
accounting code now associated to the authorization:

FY 2019 — Version 1.0.1
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E2 Travel Basic

Training Exercises

Step Action
Notes:
v If the accounting is something that will be used frequently, click ADD to add it to the
traveler’s favorites.
v' Training ACCS codes will not look like production.
10

Step 6 : Travel Policy @
Traveler Name: SELENA [ENKING Trip 1D: 313158 Authorization Status: <
AL, These policy ibems are incomplete: &ir Cabin Class, and Rental Car Type,

&) Accounting nformation has been saved successhlly.

Teavel Policy Justifications

nfermation

rport (DRD])

At the top of the screen you might see messages:
» Red is an error, it must be fixed before moving on

» Green is everything is ok

The Step 6: Travel Policy screen of the authorization appears:

» Yellow is a warning, it's just giving a heads up that something is missing

FY 2019 — Version 1.0.1
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Step

Action

10a

In the Travel Policy Justification section, you would need to select the drop-down
arrow on the information field for both air and rental car.

Travel Policy Justifications

Paolicy Item Information Explanation
Air Cabin Class Coach ¥ | Within policy
Rental Car Type ‘ Economy v | Within policy

If something out of policy is selected, the Explanation field will need to be filled
out by selecting one of the justifications.

Travel Policy Justifications

Policy Item Information Explanation
Alr Cabin Clags Business class v Selact one
Select one
Rental Car Type Econarmy Accommodate Special Need

Except Sacurity Circumstances

Inadequate Health Standard Or Sanitation

Only Business Fare For City Pair

Costs Paid From Non Gvt Source

Org/Dest Is Oconus & 14H ~
Ovarall Cost Savings

No Timely Space In Coach

Policy ltem Information Required For Agency hMission

Travel Policy Warnings

Notes:

v If selections were made that were in policy, this section would not have to be filled out.
v' Values in this area default from the reservation information.

10b

When finished making sure everything is filled out properly:

Travel Policy Warnings Ead
Pelicy ltem Information
Lowest Logical Airfare Mo commerdial air reservation.
Lowest Compact Car Mo commercial rental car reservation.
~

City Pair Information

All fares listed are one way fares per GSA City Pair Program.

City Pair YCA Fare -CA Fare

Washington Ronald Reagan Natlanal Alrport (DCA) » Chicago OHare International Alrpart (ORDY)

Save and Mext Step Save Eack 10 Step & Accounting

» Click Save and Next Step
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Step

Action

Authorisation

Step 7:Summary w

Batie Indermakion - £G4 Delafly

Other Actions

o0 230617018 b (Ricage, L, United States

» Add Remarks
> Add Attachments
» Click Send to Approver

11 |The Step 7: Summary screen of the authorization appears:

Notes:

v/ Add the itinerary to authorization as an attachment
v' Make sure to add any pertinent remarks concerning the authorization

12

The Confirm Action pop-up will appear.

Confirm Action

Do you want to proceed?

> Click Confirm
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Step Action

13 |The My E2 screen should appear with a message at the top stating the
authorization has been sent to the approver.

AtaGlmce  Tops  Local Travel Open Authorlestion  Grirp Aathorication

&) uthorization 313138 has been successhally sent fn wppeover.

@ seartaTravelDosument et
—— 15 dotod # . u

To Do Lis

[T s e

ﬁf&i.n-:l-: TRAVELERS TRIPS  TRAVELER'S PROFILE SELENA JENKINS // HEATHER RIGGS w
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Exercise #3: Approve an Authorization

Objectives: e Approve a Travel Authorization for training purposes

Instructions: Execute the following steps:

Step Action

1 |From the Traveler's My E2 screen:

@25"’““0“" TRAVELER'STRIPS  TRAVELER'S PROFILE JENMIFER SELKMAN // ERIN SELBY v

AraGlance  Trips  Local Travel Pt i Group
& Start a Travel Document Bulictins
£.30-May-2018: Remember to always book a FedRooms hotel with your
‘What would you like to do today? | Make Reservations . u trip
A10-Dec-2015: On ou access your E2 account for the first time, click
Profile to view and.. s
To Do List

Pending Approvals

o Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other

travel documents. @ 1o pending approvals found.

Additional Notices

@ Noaddivonal natices found.

» Click the Names in the top right corner

2 | A drop down listing appears:

JENNIFER SELKMAN // ERIN SELBY w

Stop arranging forJEriJEr?\JIFER SELKMAN

Mr:n:c.;lgr:\ Center i

Online Help

Logout

e L = PR r e = e =

» Click Stop arranged for:
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Step Action

3 |The Travel for Others screen appears:

"
é}sm“"”“ My E2 My Approvals Reports

Travel for Others

Message Center . Profile

Eind Answers ¢ Legaut ¢ Welcome ERIN SELBY

Name Arrange Travel  Emal
SELKMAN, JENNIFER  Arrange st

» Click the My Approvals

Agency:
e seie
oR
Qniy sh ! whom you are a designated travel an
Minor &
Traveler In
Last Name First Name:
Emmail E2 User Id: o
epty Fiter
order by | Nama v Sort Ascending Sort Descending
E2 UserId  Major Customer

M DOCTAVSTOL NOAK NWS 20-01 Nat Weather Service

Customer

NOAAL NWS 20-01-0003-02-00 Comn

Copyright 2003-2013 CW Government Travel

4 |The Pending Approvals screen appears:

Pending Approvals

w~ Filter Options

Order by: Approval Pending Time »  Sort Ascending  Sort Descending

[} Traveler Name Destination Start/Departure Date

313198 JENKINS, SELENA Chicago, IL. United States 22-0ct-2018

Pending Approval( DOCAPRST2S) 0 Days, 0 Hours

Approval Pending Time Show

» Click Show for the document you want to approve

Notes:

top

v" All documents awaiting your approval will appear with the latest one at the

v" You can use the filter options to rearrange how the documents show
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Training Exercises

Step Action

5 |The Step 7: Summary screen appears:

Trip Dashboard Authorization

Basic Information

Step 7: Summary o

6/ Travel Policy
o Summary

Type of Travel: Training

Specific Travel Purpose: Tra HCAgo

Document Number: 19+
Other Actions
Lotk

ents Reservation - View Details

Printable Authaorization

Compact Printabl -
CAmRac: Erinain @ o reservations found.

Site Details - View Details

[Site 1] Begin: Washington, DC, United States on 22-0¢t-2018 to Chicage, IL, United States

Extras [5ite 2] End: Chicago, IL, United States on 25-Oct-2048 to Washington, DC, United States

1
2/ Reservation

3 Site Details Traveler Name: SELENA JENKINS TriplD: 313158 Authorization Status: Pending Authorization Approval
4! Expenses

5! Accounting Basic Information - View Details

collapse or expand all sections

-~

other actions

Other Actions
Lock

Attachments
Printable Authorization

Compact Printable

Remarks

o No remarks found.

Receipts and Attachments - Edit Details

Attached Documents

0 No receipts or attachments found

Lock Back to Step 6: Travel Policy

> Click Lock

Or scrolling to the bottom of the summary screen:

In order to approve a document, you’ll need to lock it. This can be done under

FY 2019 — Version 1.0.1

33




E2 Travel Basic Training Exercises

Step Action
6 | The top of the screen will let you know the document has now been locked:
q Document has been locked.
» Review the document in its entirety
Notes:
v If this is a true pool, then locking the document keeps the other approvers
from entering the document

7 | At the bottom of the summary screen you'll see buttons for the actions that can

be taken:
Remarks - Edit Details

6 No remarks found.

Receipts and Attachments - Edit Details

Attached Documents

6 No receipts or attachments found.

Return Unlock Back to Step 6: Travel Policy

If you're planning on not approving it, click the Return button. This will send the
document back to the person that created it. You'll be prompted to add
comments as to why it's being returned.

If you find that you don’t have time to approve at this time you would click the
Unlock button, that way it's available to another approver.

For training purposes, we’re going to click Approve
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Step Action

8 |A pop-up appears:

Confirm Action

Do you want to proceed?

> Click Confirm

9 |The Pending Approvals screen appears with a note at the top:

a Authorization 313198 has been successfully approved.
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E2 Travel Basic Training Exercises

Exercise #4: Basic Travel Voucher

Objectives: e Create a Basic Travel Voucher (TV)

¢ Navigate each step of the TV

Instructions: Execute the following steps:

You just returned from a training class in Chicago, IL. You need to create a travel voucher from
your existing travel authorization. Your travel dates started October 22-25, 2018. A family
member dropped you off and picked you at the airport. Your costs included the following:

Airfare = $287.00

Transaction Fee = $37.63

POV = 50 miles one way (x2) (beginning and end of travel)
Hotel = per diem costs /night

Lodging Tax = $22.13/night

Parking at hotel = $10/night

Internet Fees = $10.99 (days of lodging)

Rental Car = $349.67

Gas = $62.25

Check Baggage Fee = $25 (one for beginning and end of travel)

Step Action

1 |From the My E2 screen:
» Click on Trips

é-‘*-"' HONS  rRAVELER'STRIPS  TRAVELER'S PROFILE SELENA JENKINS // HEATHER RIGGS v
AtaGlance  Trips  LocalTravel  Open Authorizati Group Authorizati
o =
%% Starta Travel Document Bulletins
1. 20-Mar-2019: Once you access your E2 account for the first
‘What would you like to do today?  Make Reservations v ﬂ time, click Profile to view and...resd more

1.20-Mar-2019: Remember to always book a FedRooms hotel
with your trip

Pending Approvals

or Travel Authorization 313198 Travel Training Chicago to Chicago, IL, United States
2018, 0 Mo pending approvals found.

Additional Notices

o No additional notices found.

Notes:

v/ Under the To Do List you may have a link that will take you to create your voucher.
v/ Travel Arranger go to Travel For Others, select your traveler to view their trips.
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Step Action

2
single Trip ID number:

At a Glance Trips Local Travel Open

w  Fllter Options

Order by Departure Date ¥ Sort Ascending  Sort Descending

The Trips tab shows authorizations and vouchers that are consolidated under a

o There are no vouchers associated with this trip.

Create Voucher

> Click Create Voucher

Trip Id OAGAR Destination Departure Date Purpose Approver Auth Voucher Advance Show Copy Trip Archive
313198 Chicago, IL United States 220c1-2018 Travel Training Chicago v Show
& InProgress = Revised Pending  + Complete 3¢ Canceled
Make Reservations Show Held Reservation Copy From Another Trip
» Click Show for the document (i.e. Chicago trip)
3 |The Trip Dashboard screen appears:
Trip Dashboard
Traveler Name: SELEMA JENKINS Trip ID: 313198
collapse or expand all sections
Authorizations -~
Begin Date End Date D Total Amount Status State Show Delete
22-0ct-2018 25-0ct-2018 313198 $2003.73 Approved - Obligation Accepted +" Show
Comparative Trips ~
Thera are no comparative trips associated with this trip.
Vouchers -~
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Step Action

4 | The Step 1: Voucher Basic Information screen appears:

Trip Dashboard ~ Voucher

Basic Infi i . =
@ easic information Step 1: Voucher Basic Information o

2! Expenses
unting Traveler Name: SELENA JENKINS  Trip ID: 313198 Voucher ID: Voucher Type: Incremental  Voucher Status: New
4/ Summary Basic Information
Extras Type of Travel: Training
Trips List Specific Travel Purpose: Travel Training Chicago
Printable Profile Trip Begin Date: 22-0ct-2018
Trip End Date: 25-0ct-2018

Claim Expenses Between:

Begin Date: 22-0ct-2018

End Date:* 25-0ct-2018 i
Document Number: (System Assigned)
For this trip this is the:* Select One v

Save and Next Step Save

» Select the For the trip this is the (i.e. Final Voucher)

For this trip this is the:* Select One v

Select One

*Required Final Voucher

Not Final Voucher

» Click Save and Next Step

Notes:

v If this is not the final voucher for this authorization, select Not Final Voucher.
v For trips less than 30 days always select final voucher.
v If additional expenses need to be filed later that can be filed on a supplemental voucher.
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Step

Action

5

1’ BasicInfermation
9 Expenses
3 Accounting

4| Summary

Traveler Name: SELENA JENKING

Trip ID: 313198

The Step 2: Voucher Expenses screen appears:

Step 2 : Voucher Expenses w

VoucherID: 1 Voucher Type: Final

&P Basic

Other Actions
Remarks

Attachments

Printable Voucher Traveler:
Compact Printable Voucher Unassigned:
Amaount;

View Cost Variance
Summary

Dally Expenses Summary

Trip History
View Routing History

Date
Extras 22-0ct-2018
Trips List 22-Dt-2018
Create Trip Template 22-Oct-2018

Delete Voucher 22-0ct-2018
Printable Profile
22-0ct-2018
22.0ct-2018

22-0ct-2018

> Click Modify

Order by Date i3

ion has been

Expense Information

Agency Billed: 339.73

266.00
0.00

605.73

w  Filter Options

Type

Airfare Common Carrier
Business Center
Checked Bag Fee

Fuel

Lodging

Maals and Incidentals

Parking

Sort Ascending

Sort Descending

Amount Description
267.00
0.00 Internet
0.00
0.00

Lodging expense in Chicago, IL. United States
including lodging taces

266.00 MEIE axponse in Chicage, IL United States
0.00

» Locate the Lodging Expense

Voucher Status:  Open Voucher - Obligation Accepted

Pay To
Agency Billed
Traveler
Traveler

Traveler

Travelar

Traveler

Alerts Modify Copy Delete

Lopy Delete

Copy Delete

fy Copy Delete

Notes:

v' With the exception of Agency Billed costs, all other traveler reimbursable expenses
entered on the authorization will not come over to the voucher.
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Step Action

5a |The Lodging Expenses pop-up window appears:

Lodging Expenses
v Filter Options w  Apply to Al Displayed Expenses

Lodging Site: Chicago, IL, United States

Order by: Date ¥ | Sort Ascending = Sort Descending
Date Reimbursement Type Per Diem Rate Amount  Authorized Lodging Tax Pay To Day Off Shared MNotes Alerts
22-0¢t-2018  Per Diem 223.00 0.00 223.00 0.00  Traveler
23-0ct-2018  Per Diem 223.00 0.00 223.00 0.00 Traveler v
24-0ct-2018  Per Diem 223.00 0.00 223.00 0.00, Traveler v
25-0ct-2018  Per Dhem 223.00 0.00 0.00 0.00 No

Running Totals: 0.00 0.00

Total Lodging: 0.00

Save and Close Save Exit Window

Using your hotel bill enter the following for each day:

» Enter the Amount (i.e. per diem rate)
» Enter the Lodging Tax (i.e. 22.13)
» When finished click Save and Close

Notes:

v" You can utilize the Apply to All Displayed Expenses especially if there are a lot of dates
involved on the voucher.
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Step

Action

6 |The Step 2:

1/ Basic Information
9 Expenses
3 Accounting

4 Summary

Other Actions

Remarks

Amtachments

Printable Voucher
Compact Printable Voucher

View Cost Variance
Summary

Daily Expenses Summary
Trip History

Vigw Reuting History

Extras

Trips List

Delete Voucher

Printable Profile

Voucher Expenses screen appears with the updated costs:

Step 2 : Voucher Expenses «

Traveler Mame: SELENA JENKINS  TriplD: 313198 VoucherID: 1  Voucher Type: Final  Voucher Status: Open Voucher - Obfigation Accepted
& Lodsing exp have been updated
Expense Information
Agency Billed: 33973
Traveler: 1001.39
Unassigned: 0.00
Amaunt: 124112
w  Filter Oprions
Order by:| Date ¥ Son Ascanding Sort Dascending
Date Type Amount Description Pay To Alerts Modify Copy Delete
22002018 Airfare Commen Carrier 287.00 Agency Billed Modify Cogy Delste
22-0a1-2018  Business Center 0.00 Internet Traveler Modify Copy Delete
220012018 Checked Bag Fee 0.00 Traveler Modify Copy Delete
22-0c-2018  Fuel 0.00 Traveler Modify Copy Delete
22002018 Lodging 735,39 LOURINg expensa in Chicago, IL. United States Traveler Modify
including lodging taxes
22-0a-2018  Meats and Incidentals 266.00 MBJE expense in Chicago, IL, United States Traveler Modify
22002018 Parking 0.00 Traveler Modify Copy Delete

» Locate the Business Center Services expense
» Click Modify

FY 2019 — Version 1.0.1

42




E2 Travel Basic Training Exercises

Step Action

6a |The Edit Expense pop-up window appears:

Edit Expense - Business Center for $0.00 on 22-Oct-2018

Detail Remarks Receipts

Date of Expense:* 22-0ct-2018 e

Expense: Business Center

Amount:* 0.00

Description: Internet

Pay To:* Traveler v

Site of Expense: 22-0Oct-2018 Chicago, IL, United States v

*Required Save and Close Save Exit Window

» Enter the Amount (i.e. 10.99)
» Click Save and Close

Notes:

v" Receipts should not be placed on the individual expenses.
v" When possible all receipts should be scanned into a single document and uploaded
using the attachment link in Other Actions.
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Step Action

7 |The Step 2: Voucher Expenses screen appears with the updated costs:

& Ex has been upd

Expense Information

Agency Billed: 339.73

Traveler: 1012.38

Unassigned: 0.00

Amount: 1352.11
w Ffilter Options

Order by.| Date Sort Ascending ~ Sort Descending

Date Type Amount Description
22-0c-2018  Airfare Comman Carrier 287.00

22-0ct-2018  Business Center 10.99 Internet

» Click Copy

Pay To Alerts Modify Copy Delete
Agency Billed Modify Copy Delete
Traveler Modify Copy Delata

» Locate Business Center Services expense that was just updated

7a |The Copy Expense pop-up window appears:

Copy Expense - Business Center for $10.99 on 22-Oct-2018
Copy the expense to the selected dates.
Select All
Copy Expense Date
Tuesday, 23-Oct-2018
Wednesday, 24-Oct-2018

Thursday, 25-Oct-2018

Exit Window

» Click Copy and Close

» Check the boxes for the dates the expense is being copied to
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Step Action
8 |The Step 2: Voucher Expenses screen appears with the updated costs and the
following message at the top:
a Expense has been copied successfully.
» Locate the first Privately Owned Vehicle expense
» Click Modify
8a |The Edit Expense pop-up window appears:

Edit Expense - Privately Owned Vehicle for $0.00 on 22-Oct-2018

Detail Remarks Receipts

Date of Expense:* [22.0ct-2018 o

Expense: Privately Owned Vehicle

Subtype:* Private Auto Authorized v

From:* home

To:* airport

Distance:* 0.0 Miles ¥ | x0.545=0.00 USD
Pay To:* Traveler v

Site of Expense: 22-0ct-2018 Chicago. IL, United States v

*Required Save and Close Save Exit Window

» Enter the Distance (i.e. 50x2)
» Click Save and Close
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Step Action

9 |The Step 2: Voucher Expenses screen appears with the updated costs:

0 Expense has been updated successfully.

Expense Information

Agency Billed: 339.73

Traveler: 1088.86
Unassigned: 0.00
Amount: 142859

w Filter Options

Order by: | Date ¥ | Sort Ascending  Sort Descending

Date Type Amount Description Pay To Alerts Modify Copy Delete

22.0ct-2018  Airfare Commeon Carrier 287.00 Agency Billed Modify Copy Delete

22-0ct-2018  Business Center 1099 Internet Traveler Maodify Copy Delete

22-0ct-2018  Checked Bag Fee 0.00 Traveler Modify Copy Delets

22-0ct-2018  Fuel 0,00 Traveler Madify Copy Delete

2.02018  Lodging 73533 ::::E:E:;ZE:Z ;::::""30' T Uisd Stares Traveler Madify

22-0ct-2018  Meals and Incidentals 266,00 MEIE expense in Chicago, IL, United States Traveler Modify

22.0ct-2018  Parking 0.00 Traveler Modify Copy Delete

22.0ct2018  [rivately Owned Vehicle: 54.50 From home to airport - 100 miles @ $0.545 per mile.  Traveler Modify Copy Delete
Private Auto Authorized

22-0ct-2018  Rental Car 0.00 Traveler Modify Copy Delele
TMC Fee

22.0et-2018  (Arcommodated TMC 3763 Agency Billad Modify Conv Delate

» Locate and modify the expense costs for the following:
v Parking at hotel = $10/night
v' POV =50 miles one way (last day of travel)
v" Check Baggage Fee = $25 (first and last days of travel)
v' Gas = $62.25 (last day of travel)
v" Rental Car = $349.67 (last day of travel)
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Step Action

10 |The Step 2: Voucher Expenses screen appears with the updated costs:

22.0ct-2018  Business Centar 10.99 Intarnet Traveler Madify Copy Delete

22.0ct:2018  Checked Bag Fee 2500 Traveler Meodify Copy Delete

2-0a-2018  Lodging 735,39 t\“:l’j;"fg‘l’f:g'l‘:; ’[2:::“’5“' s Traveler Medify

22.0ct-2018  Maals and Incidentals 266,00 MEIE expense in Chicago, IL United States Traveler Medify

22.0ct-:2018  Farking 10.00 Traveler Modify Copy Delete

22.0c-2018 ::::::':z:'h‘:hf:::': 5450 From home to airport - 100 miles @ $0.545 per mile.  Traveler Modify Copy Delete
TMC Fee

22-0ct-2018  {Accommodated TMC 3763 Agency Billed Modify Copy Delete
Assisted with Air or Rail)

23-0ct-2018  Business Center 10.99 Internet Traveler Modify Copy Delete

23002018 Parking 10.00 Traveler Modify Copy Delete

24-0ct-2018  Business Center 10.99 Internet Traveler Modify C

24-0ct-2018  Parking 10.00 Traveler Medify Copy Delete

25-0c-2018  Checked Bag Feo 25.00 Traveler Modify Copy Delete

25-0ct-2018  Fuel 62.25 Traveler Medify Copy Delete

25-0ct-2018  Rental Car 34967 Traveler Modify Copy Delete

25-0ct-2018 Voucher Transaction Fee 15.10 Voucher Transaction Fee Agency Billed

Show | 10|25 50, |All items per page Sh &

Anachment:®) Remark:(T Reduced{
Add New Expense

m Back to Step 1: Basic Information

» Click View Cost Variance Summary under Other Actions
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Step Action
11 |The View Cost Variance Summary pop-up window appears:
View Cost Variance Summary
Trip Duration: 4 days  Number of Sites: 1
Cost Variance Summary
Expense Type Estimated Actual Variance
Airfare Common Carrier 287.00 287.00 0.00
Business Center 50.00 32.97 702
Checked Bag Fee 50.00 50.00 0.00
Fuel 65.00 62.25 25
Lodging 669.00 669.00 0.00
Lodging Tax 75.00 66.39 -8.61
Meals and Incidentals 266.00 266.00 0.00
Parking 30.00 30.00 0.00
Privately Owned Vehicle:
Private Auto Authorized 109.00 >4.50 54.50
Rental Car 350.00 349.67 -0.33
TMC Fee (Accommodated TMC
Assisted with Air or Rail) 3763 3763 0.00
Voucher Transaction Fee 15.10 15.10 0.00
Exit Window

This screen allows you to view what expenses were estimated on the

authorizations and what expenses you've claimed on the voucher. It will show if

you are over, under or equal to the authorization.

When finished reviewing, click Exit Window

12 |The Step 2: Voucher Expenses screen appears.

» Click Next Step
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Step

Action

13

The Step 3: Voucher Accounting screen appears.

Trip Dashboard Voucher

1’ Basic Inf

2/ Expense

RInauen Step 3: Voucher Accounting «

=

1 : SELEMA JENKINS i ;313198 k1 : Fing S sen Voucher - Obligation Accepted
© Accounting Traveler Name: SELEMA JENKINS  Trip ID: Voucher ID: Voucher Type: Final  Voucher Status: Open Voucher - Obligation Accepted
4| Summary Accounting
Other Actions i Amount Percent Add o
Description Account Code Obligated Balance Delete
s L Allocated Allocated  Favorites
Remarks
A $2003.73 § 1920.51 100.00% Add Delete
Prir ‘oucher
Total: $1920.51 100.00%
abte Vioucher
Remaining amount to be $0.00
Vier fariance
allocated: W E]
Summary $1920.5

Total claim amount:

Daily Expenses Summary

Trip History

View Routing History

Extras

Trips List

Select Account Codes

Save and Next Step Save Back 1o Step J; Expences

» Click Save and Next Step

Notes:
v

v

Configuration is set to only pull the accounting from the authorization. Users do not have
the ability to select a new ACCS or change it on a voucher.

The voucher should be deleted and the accounting changed on an amendment to the
authorization.
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Step

Action

14

The Step 4: Voucher Summary screen appears:

Trip Dashboard ~ Voucher

1 Basic Information
pe Step 4 : Voucher Summary «

2 Expenses
3 Eccoining Traveler Name: SELENAJENSINS  TriplD: 313198 VoucheriD: 1  VoucherType: Final  Voucher Status: Open Voucher - Obligation Accepted
o Summary
O with Federal ions all single recei than $75.00 should be retained for a period of & years and 3 months.
Other Actions a

collapse or expand all sections

Basic Information - Edit Details -~

Type of Travel:

specific Travel Purpose:
Trip Begin Date:

Trip End Date:

Claim Expenses Between:
Begin Date:
End Date:

Document Number:

PR Enr thie trin thic ie tha-

Notice at the top of the screen there is a blue notice informing the traveler
lodging receipts and any other receipts over $75 must be electronically scanned,
attached and submitted with the voucher. However, it will only benefit you to
provide all receipts.

To add your receipts go to Other Actions
» Click Attachments

Other Actions

Remarks

Attachments

Printable Voucher

Compact Printable Voucher
View Cost Variance Summary
Daily Expenses Summary
Trip Histary

View Routing History
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Step Action

15 |The Trip-Level Attachments pop-up window appears:

| Trip-Level Attachments

number in fax.

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

Add New Attachment

Add Aftachment

Size Limit: 10 Megabytes - Allowed Types:
PDF,JPGJPEG,GIF,TIFF,TIF,PNG,BMP,XLS,XLSX,DOC,DOCX, TXT

File Name Date Attached Attached By Show

Exit Window Attach Fax

There are two ways to add attachments.

¢ Adding an existing scanned document
e Printing a Fax Header Sheet

To add an attachment in a fax:
> Click Attach Fax

Delete
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Step

Action

15a

The Trip-Level Attachments pop-up window switches to the Fax option:

o

| Trip-Level Attachments

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

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.

File Name Date Attached Attached By Show Delete

Exit Window Add Attachment

» Click Print the Fax Cover Page
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Step Action

15al | The Fax Header page pop-up window opens up:
@ ntpsyje2uvaning lcom/ThinkCAP/senvetLayoutr - Google Chrome I I ==
I & https;//e2 training.cwtsatotravel.com/ThinkCAP/serviat/Layouth

] @,
| Print This Page | Close

|
T-313198

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:
1-877-689-9028

E2 TRAVEL DOCUMENT/EXPENSE REPORTING

=

» Click Print This Page if planning on printing out this coversheet for all of your
receipts

» Click Close to close out this window

Notes:

The fax is received by a company who will then take the receipts sent to them, put it in an
electronic format and attach it to the voucher in the E2 Travel system.
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Step Action

15b | The Trip-Level Attachments Fax option pop-up window:

| Trip-Level Attachments

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

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.

File Name Date Attached Attached By Show Delete

Exit Window Add Attachment

To add an attachment using an existing scanned document:
» Click Add Attachments
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Step Action

15b1 | The Trip-Level Attachments pop-up window appears:

| Trip-Level Attachments

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

Add New Attachment

Add Attachment

Size Limit: 10 Megabytes - Allowed Types:
PDF,JPG,|PEG,GIF, TIFF,TIF,PNG,BEMP,XLS,XLSX,DOC,DOCK,TXT

File Name Date Attached Attached By Show Delete

Exit Window Atrach Fax

> Click Add Attachment
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Step Action

15b2 | The Windows Browser pop-up window appears:

Organize v New folder == - O 9 |
=
l . Favorites *  Name Date modified Type Size I
| _CBS Training Tea | Older 6/5/2019 1204 PM  File folder
M Desktop | Receipt Examples 6/6/2019 3:52 PM File folder
l4 Downloads = "9 Fy 2019 E2 Travel Basic Exercises v1-0 12/17/2018 800 A..  Microsoft Word D.. 16,

<» Recent Places FY 2019 E2 Travel Basic Exercises v1-0 12/17/2018 802 A..  Adobe Acrobat D.. 6,
I Work from home WA Fy 2019 E2 Travel Basic Exercises v1-0-1..  6/6/2019 3:36 PM  Microsoft Word D... 16,
R FY2019 E2 Travel Basic v1-0-2 20190607  6/5/2019 11:21 AM  Adobe Acrobat D..
i Libraries ®13 FY2019 E2 Travel Basic v1-0-2 20190607  6/5/2019 11:20 AM  Microsoft PowerP..
< Documents 9 Travel Reciepts 3/29/2018 3:40 PM  Microsoft Word D..
- Music "2 Travel Reciepts 3/29/2018 3:45PM  Adobe Acrobat D...
&1 Pictures
!, Videos
& Computer x| < | il | 4
File name: | - [Au Files -
| Open |V| l Cancel ]

> Select the file to attach
» Click Open

Notes:

The above document shown in the training document seems to reflect that it's only the hotel
receipt. However, you would be putting all receipts together by scanning into one document to
attach.
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Step Action

15c [ The Trip-Level Attachments pop-up window appears with the new attachment
showing:

Trip-Level Attachments

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

a Travel Reciepts.pdf was successfully uploaded.

Add New Attachment

Add Attachment

Size Limit: 10 Megabytes - Allowed Types:
PDFJPG,JPEG,GIF,TIFF,TIF,PNG,BMP XLS,XLSX,DOC,DOCX,TXT

File Name Date Attached Attached By Show Delete

Authorization Financial System 06-Jun-2019 12:45:37

Transaction Record PM CDT E2 Solutions  Show

07-Jun-2019 08:21:13 RIGGS,

Travel Reciepts.pdf AM CDT HEATHER

Show Delete

Exit Window Attach Fax

> Click Exit Window

16 |The Step 4: Voucher Summary screen appears:

Step 4 : Voucher Summary o

Traveler Name: SELEMAJENKING  TripiD: 313196  VoucherID: 1 Voucher Type: Final  Voucher Status: Open Vioucher - Obligation Accepted

O with Federal ions all single receipts gr 573 be retained for a pericd of 6 years and 3 menths,

collapse or gxpand all sections

Basic Information - Edit Details =

Type of Travel: Training

Specific Travel Purpose: Travel Training Chicago
Trip Begin Date; 22-0c1-2018

Trip End Date: 25-0ct-2018

Claim Expenses Between:

Begin Date:

End Date:
Document Number: {5ystem Assigned)
For this trip this is the: Final Voucher

» Scroll down and review all parts of the voucher summary.

FY 2019 — Version 1.0.1 57




E2 Travel Basic Training Exercises

Step Action

17 | At the bottom of the Voucher Summary if nothing else needs to be added or

changed:

Remarks - Edit Details

© 1o remarks found.

Receipts and Attachments - Edit Details

Trip Attachments - Trip ID: 313198

Uploaded By File Namne Shaow
E2 Solutions

Authorization Financial System Transaction Record

Show
RIGGS, HEATHER

074un-2019 8:21:13 AM CDT

Travel Reciepes.pdf

Send to Traveler Back 1o Sten 3 ACCOUNLING

> Click Send to Traveler

Notes:

v' For the arrangers, the button will see send to Traveler.

18 | The Confirm Action pop-up appears:

Confirm Action

Do you want to proceed?

{

» Click Confirm
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Step

Action

19

The Trip Dashboard screen appears with a notification at the top.

-
é Sollions  rRavELER'STRIPS  TRAVELER'S PROFILE

Trip Dashboard Vouches

Quiek Links

Mong avaiable

Create Trip Templete

Trip Dashboard

Traveler Name: SELENAJCNKING  TripiD: 313193
& Vouche: 313338(:) has been successully sent b traveler.
Autherizations

Hegin Date Erd ate o

12-0c1:2018 50t 1018 313198

Amend Authorization

‘Comparative Trips

SELEMNA JENKINS // HEATHER RIGGS w

callapse of gepand all sections
~

Delete

Apceated

There are no comparative trips assoclated with this trip.
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Training Exercises

Exercise #5:

Log into the System and Send TV to Approver

Objectives: e Login as atraveler

Instructions:

¢ Find your Voucher and Send to Approver after reveiw

Execute the following steps:

Step

Action

1

From the E2 Login screen:

éZSolutlons*

E2 User Id

Password

Login

Login Help

About E2 Solutions

G5A eTravel Program

> Enter E2 User ID
> Enter Password
» Click Login

Warning

EAST FRAIFIEINI

HOTELS

MAKE [GOVERNMENT TRAVEL | WORK FOR YOU

FLIGHTS

EVIEAITE
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Step

Action

2

A Warning Banner appears:

WARNING MESSAGE AND PRIVACY ACT NOTICE

WARNING MESSAGE

This is a U.5. Federal Government information system that is "FOR OFFICIAL USE ONLY."
Unauthorized access is a violation of U.S. Law and may result in criminal or administrative penalties.
Users shall not access other user' or system files without proper authority. Absence of access
controls IS NOT authorization for access! Infermation systems and equipment related to the E-Gov
Travel Service are intended for communication, transmission, processing, and storage of U.S.
Government information. These systems and equipment are subject to monitoring by law
enforcement and authorized officials. Monitoring may result in the acquisition, recording, and
analysis of all data being communicated, transmitted, processed, or stored in this system by law
enforcement and authorized officials. Use of this system constitutes consent to such monitoring.

PRIVACY ACT NOTICE

CW Government Travel, Inc. wants to make your experience online satisfying and safe. We want to
provide you with the means to control your privacy and give you a way to voice questions or
concerns you may have. This company will hold ownership of any information you provide us. We
will not sell ownership of this data to any other company or organization. We will not transfer
information to competitors. If you are providing personal information within a registration page, it
will only be used within our domain unless you choose to allow third party data sharing.

Your Acceptance of these Terms

» Click Accept

The My E2 screen appears:

éf-"ﬂ'“‘ O05  MYE2 MY APPROVALS TRAVEL FOR OTHERS REPORTS ERLENAJENIING
_Ata Glance T;ins |..m| Travel  Open Authordzation  Group Autharization

1, Youhave B,770 day(s) to change your password. Access your E2 Profiie and choose a new password

Q) Start a Travel Document Bulleting.

[ @ you Boeess your E2 account for the first time, click Prolfile to
Wbl would you liue to do today? | Make Reservabons w n

L 20-Mar-2019: Remember to always book a FadReoms hotel with your trip
To Do List

Pancng Approvsls

o No to do kst dems found. Voucher 313108 for $1020.51 for Trip 1D 313108 to Chicago, IL, Uritod States from 22
D208 10 25-0ct-2018 5 pendng approval from JENKINS, SELENA

Additional Notices

) Mo sitonal notices foune

» Click the Trips View Tab
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Training Exercises

Step

Action

4

The Trips View Tab screen appears:

@z&'h-'ﬂ-" % MYE2Z MYAPPROVALS TRAVELFOROTHERS REPORTS

AtaGlance  Trips  Local Travel  Open Authorization  Group Authorization

w Fitor Options

Order by | Departure Date v || Sort Ascending | Sort Duscondiog

SELENA JENKINS v

Fxpanass - Edit Datails

Agency BEed:  330.73

> Review the voucher

Tek  OAGA¥  Destination Departure Date Purpcse Approver Auth Voucher Advamce 3w Comy T Acchive
T Crucage, IL. United Staes 20018 Traval Tramng Chicago v Show Copy
Shoving 17160
# nProgress | T Reved Penang | o Compiel | ¢ Canceled

[ torm . [T S

‘}bz"-“""“"" MYEZ MYAPPROVALS TRAVEL FOR OTHERS REPORTS SRLENEA ST
Trip Dashboard Voucher

1 Basic infarmation .

Step 4 : Voucher Summary o

2 Expenses

a Asseunting Traveler Nama: SELENA JENKINS Trip I 313108 Voucher 0 1 Voucher Typs: Fral Voucher Suatus:  Panceg Vouoher Acpeoval

O summary

O Federal greater thar 575 retained for a period of § years and 3 montha.
Ofher Actions collapse or expand af sectians
ftemerks
Basic information - View Detalls A

AaC himents

Protabio Vouchor

Comgact Prinebi Viou: ius Type of Travel:

Viow Cost Vanarca Sy $pecific Travel Purpose

Dy Experrses Suminary Trip Gogir Oute:

o) Trip End Date: 2502010

View Routng Path

Viow Routng Claim Expe Batwaan

Begin Duts; 22-0ct-2010

Extras End Date: 25 0ct 2018

Trps List Document Numbar: 16000054 000U VO

Croata Trip Template For this trip this bs the; Finn Viouchar

Dolote Viouchar rot alowed

- L

Prtabio Profle
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Step Action

6 | When finished reviewing scroll to the bottom of the Summary screen:

Remarks - Edit Details

@ Mo remarks found

Receipts and Attachments - Edit Details

Trip Attachments - Trip ID: 313198

Uploaded By Date Submitted File Nama Show
E2 Solutions. D6-Jun-2018 12:45.37 PM CDT Authorization Financial System Transaction Record Show
RIGGS, HEATHER O7-Jun-2018 82113 AM CDT Travel Reciepts pdl

Show

Modify Voucher Biack 1o Sten 3 Accounting
» Click Approve

7 | A pop-up appears:

Confirm Action

| hereby assign to the United States any right | may have against any parties in connection with
reimbursable transportation charges described below, purchased under cash payment
procedures (41CFR 101-41.203-2). | certify that this voucher is true and correct fo the best of
my knowledge and belief, and that payment or credit has not been received by me.

Do you want to proceed?

> Click Confirm

8 |The Pending Approvals screen appears with a note at the top:

a Voucher 313198(1) has been successfully approved.
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Training Exercises

Exercise #6:

Objectives: o

e Disapprove an expense

Instructions: Execute the following steps:

Approve a Voucher — Disapprove Cost

Approve a Travel Authorization for training purposes

Step Action

1 |From the Approver's My E2 screen:
éle‘l”‘-"'-"-\ TRAVELER'STRIPS  TRAVELER'S PROFILE
AtaGlance  Trips  LecalTrawel  OpenAuthorization  Greup Authcrization

an
W Start a Travel Document

What would youliks to do today? | Make Reservarions v B

ToBolist

© 1o 1o do kstiterrs found.

» Click the Names in the top right corner

SELENA JENKINS HEATHER RICGS w

Bulletirs

. 20-Mar-2019: Once
Profile to view and...fea

L20-Mar-2019: Reme

Pending Approvals

Voucher 313198 for $1920.51 for Trip 10 313198 10 Chicago: IL. Unied Stares
from 22-0et-2018 10 25-0ct-2018 Is pending approval from DOCAPRSTZS

Additional Notices

@ 1o additional natices found

2 | Adrop down listing appears:

SELENA JENKINS // HEATHER RIGGS w

Stop arranging for SELENA JENKINS
Message Center A
Online Help

Logout

» Click Stop arranged for:
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Step

Action

3

The Travel for Others screen appears:

Travel for Others

&) Filter Dptions (Fitering Is on)
Agency:
Please sedect a M 1
OR
Qnly show travelers for w are a designated travel arrang
Minor Customer:
ler Informat
Last Name: First N,
Ermail: EZ User Td:  |doctrest2s
Apply Filtar
Order by Name v | Sort Ascending |Sort Descending
Name Arrange Travel  Email Address E2 User Id Major Customer Customer
JENKINS, SELENA  Arrange cinull@cwtsatotravel.com  DOCTRVETZS  NOAA NWS 20-01 Nat Weather Service NOAA NWS 20-01-0003-02-00 Communications Div
Showing 1 - 1 of 1
éi’ﬁo'uhc"s MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS HEATHER RIGGS
Fending Approvals
Wi
Oroer by:  Approval Pending Time ¥ | Som Astending  Son Descending
D Traveler Name Destination Staru/Departure Date Status Approval Pending Time Show
131581 JENKING, SELEMA Chicage, IL, United Statas 212-0ct-2018 Pancing ApprovafDOCAPRSTIS) 0 Days, 2 Hours Show

» Click Show for the document you want to approve

Notes:

v" All documents awaiting your approval will appear with the latest one at the
top
v" You can use the filter options to rearrange how the documents show
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Step

Action

5

The Step 4: Voucher Summary screen appears:

Step 4 : Voucher Summary o

Traveler Mame: SELENMA JEMKING  TripiD: 313198 VoucheriD: 1  Voucher Type: Final  Voucher Status: Pending Voucher &

o@n ith Federal jons all single receipts greater than $75.00 should be retained for a period of 6 years and 3 months.

Basic Information - View Details

Type of Travel:
specific Travel Purpose:

Trip Begin Date:
Trip End Date:

Claim Expenses Between:
Begin Date:
End Date:

Document Number:

For this trip this is the:

In order to approve a document, you'll need to lock it
other actions

Other Actions
Lock

Attachments
Printable Authorization

Compact Printable

Or scrolling to the bottom of the summary screen:

Remarks

o No remarks found.

Receipts and Attachments - Edit Details

Attached Documents

o No receipts or attachments found.

Lock Back to Step 6: Travel Policy

> Click Lock

pproval

collapse or expand all sections

-~

. This can be done under
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Step Action

6

The top of the screen will let you know the document has now been locked:

& Document has been locked.

» Click Expenses

Notes:

v If this is a true pool, then locking the document keeps the other approvers
from entering the document

The Step 2: Voucher Expenses screen appears:

J¢ Bl i Step 2: Voucher Expenses ©

Traveler Name: SELEMAEMKING  Trip ID: 313128 VoucherID: 1 Vouther Type: Final  Voucher Status  Panding Vouchar Apoeow:

Expense Information

Agency Blled: 33

v

Circh Date

Dat: Pay To Alerts

21-00-2018 Agency Billeg

22-0a-2018 Traveber

2202018 Chacked Sag Fee 500 Traveler
Ledging 73539 Lodging sxpénve in Chicago, IL. United States inchuding lodging taxes Travelar

a-2018 26600 MBJE expense n Chicago, IL, United States. Traveber

22-0c1-2018 10.00 Trasebor

22.0m.2018 5450 From horme 15 aicpon - 100 miles @ $0.545 per mile. Trawater
™ o

22-0a-2008  TMC Assisted with Air or 3763 Agency Hilleg Moty  Copy
Rail)

23-0Q-2018  Busingss Center 059 Irternet Traveler

In order to deny and expense fully or in part, the approver must modify that
expense.

» Click on Modify on the first Business Center expense
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Step Action
8 |The Edit Expense pop-up appears:
Edit Expense - Business Center for $10.99 on 22-Oct-2018
Detail Remarks  Receipts
Date of Expense:* 22.0ct-2018 =
Expense: Business Center
Claimed Amount: 10.99
Amount:* 10.8%
Remark:* Add a Required Remark
Description: Internet
Pay To:* Traveler v
Site of Expense: 22-0ct-2018 Chicago. IL. United States v
Save Exit Window
» Change the Amount to O
» Click on Add a Required Remark
» Add Remarks
» Click Save and Close
9 |The Step 2: Voucher Expenses screen appears with a note at the top:

4L, The Business Center expense on 22-Oct-2018 has a zero amount. Expense amount of $0.00 will result in no reimbursement for the expense.

» Deny any other Business Center Cost for the same reason when finished:

» Click Next Step
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Step

Action

10

Step 3 : Voucher Accounting o
Traveler Name: SELENA JENKINS Trip1D: 313198 VoucheriD: 1

Accounting

Deseription  Account Code

Select Account Codes

Save and Next Step

Save Back to Step : Evpenses

Voucher Type: Final

The Step 3: Voucher Accounting screen appears:

Voucher Status: Pending Voucher Approval

Obligated Balance Amount Allocated Percent Allocated  Add to Favorites  Delete

$2003.73 5 1867 54 100.00% Acdd Delete
Total: $1887.54 100.00%
Remaining amount to be allocated 50,00
Total claim amount: 5$1887.54

Notes:

Anytime an expense is modified clicking next step needs to be done in order to
update the accounting so errors won’

t happen if approved.

10

Step 4 : Voucher Summary o

Traveler Name:

oln

SELENA JEMNKING  TripID: 313198 Voucher ID: 1

with Fadaral

a Accounting information has been saved successfully.

Basic Information - Yigw Details

Type of Travel:

Specific Travel Purpose:
Trip Begin Date:

Trip End Date:

Claim Expenses Between:
Begin Date:
End Date:

Document Number:

For this trip this is the:

» Scroll to the bottom of the screen

Voucher Type: Fin.

The Step 4: Voucher Summary screen appears:

al  Voucher Status: Pending Voucher Approval

ions all single receipts greater than 575.00 should be retained for a period of & years and 3 months.

collapse or expand all sections

-~
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Step Action

1 1 Remarks - Edit Details

-~
Expand Remarks
Voucher Remarks - Voucher ID: 313198(1) :
JENKINS, SELENA 07-Jun-201
| hereby assign to the United States any right | may have against any parties in connection with reimbursable transportation charges described below, purchased under cash
payment procedures (41CFR 101-41.203-2). | certify that this voucher is true and correct to the best of my knowledge and belief, and that payment or credit has not been received
by me.
Evrmeem - 72000 IR af fune: Bosiness Cantar fae € 00 1SR X
Receipts and Attachments - Edit Details -~

Trip Attachments - Trip ID: 313198

Uploaded By Date Submitted File Name

Shaw
E2 Solutions 06-Jun-2019 12:45:37 PM CDT Authorization Financial System Transaction Record Show
RIGGS, HEATHER 07-jun-2019 8:21:13 AM CDT Travel Reciepts. pdf Show

Return Unlock Back to Step 3 Accounting

» Click Approve

12 | A pop-up appears:

Confirm Action

The Business Center expense on 22-Oct-2018 has a zero amount. Expense
amount of $0.00 will result in no reimbursement for the expense.

The Business Center expense on 23-Oct-2018 has a zero amount. Expense
% amount of $0.00 will result in no reimbursement for the expense.

The Business Center expense on 24-Oct-2018 has a zero amount. Expense
amount of $0.00 will result in no reimbursement for the expense.

Do you want to proceed?

» Click Confirm

13 |The Pending Approvals screen appears with a note at the top:

e Voucher 313198(1) has been successfully approved.
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Exercise #7: Supplemental Travel Voucher

Objectives: e Create a Supplemental Travel Voucher (TV)

¢ Navigate each step of the TV

Instructions: Execute the following steps:

You ended up incurring parking expenses at the airport when your family dropped you off and
picked up you.

Step Action

1 |From the My E2 screen:
» Click on the Trips tab

g.‘kl UONS TRAVELER'STRIES  TRAVELER'S PROFILE SELENA [ENKINS // HEATHER RIGGS w

MaGlance  Trps  LocalTravel  OpenA

an y
%5F Start a Travel Document Bulleting

1. 20-Mar-2019: Orc for the first time, click
What would you like to do today?  Make Reservations . n Profile to view and

L 20-Mar-2019: Remembar to always book a FedRocms hotal with your trip

To Do List Fending &pprovals
€ Moo dolistitems found. O o pending epprovals found,
Additional Notices

@ o aaditional notices found

2 | The Trips tab shows authorizations and vouchers all grouped under a trip
number:

gs‘i":m" TRAVELER'S TRIFS  TRAVELER'S PROFILE SELENA JENKINS // HEATHER RIGGS v
AtaGlonce  Trips  LotslTravel  OpenAuthorization  Group Autharizstion
G

Orcer by. Oepartwre Dote *  Sort Ascending  Sort Descencing

Trip Id OAGAK Destination Departurs Date Purpose Approver Auth Voucher Advance show Copy Trip Archive

313198 Chicago, IL, United States 22-Dee-2008 Travel Training Chicago

& InFrogress | == Ravises Pending Complete ) Canceled

Sian a New Authonzaton Make Resenaions Show Held Reservation Copy From Another Trip

» Click Show for the document (i.e. Chicago trip)
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Step Action

3 |The Trip Dashboard screen appears:

Trip Dashboard

Traveler Mame: SELENA JENKINS  TriplD: 313158

sollapse or expand all sections

Autherizations. -~
Begin Date End Date o Total Amount Status State Show Delete
22-0ct-2018 25-0ct-2018 313198 $2003.73 Closed " Show
Amaend Authorization
Comparative Trips -~
There are no comparative trips associated with this trip.
Vouchers -~
Cut Off Date Doc Num {1+ Type Amount Status State Show Delete
25-0ct-2018 19-00054- 000N T 1 Final 51887.54 Closed

Show

» Click Create Voucher

4 | The Step 1: Voucher Basic Information screen appears:

Trip Dashboard Voucher

© asic information Step 1: Voucher Basic Information «

Traveler Name: SELENAJENKINSG  TripID: 313198  Voucher ID: Voucher Type: Supplemental  Voucher Status: Mew

Basic Information
Extras Type of Travel: Training
Trips List specific Travel Purpose; Travel Training Chicago
Printable Profile Trip Begin Date: 22-0c1-2018

Trip End Date: 25-0ct-2018

Claim Expenses Between:

Begin Date: 22-0c1-2018
End Date: 25-0ct-2018
Document Number:; [System Assigned)

Save and Next Step Save

» Click Save and Next Step

Notes:

v' Any expenses incurred but not claimed on the initial final voucher must be claimed on a
supplemental voucher.
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Step

Action

5

TripDashboard  Voucher

e Step 2 : Voucher Expenses o
9 Expenses
3) Arcountiog Traveler Name: SELENA JENKINS
4 Summary

@

TriplD. 313158 Veoucher ID: 2

The Step 2: Voucher Expenses screen appears:

Voucher Type. Supplemental  Voucher Status: Open Voucher - Qblgaton Acepted

Other Actions

Expense Information

Agercy Billed: 15.10

Amgunt: 1510
v
by: Dete v | SortAscending
Date Type
Foe
Fral Car

Veucher Traneaction Feo

Add New Expanga

» Click Add New Expense

y updated

Sort Descending

Amount Description

PayTa Hlarts Medity Copy Delete
.00 Traveier Magify Cogy Delete
00 Tranveer Modity Cooy Cotete
15.10 Wauchor Transaction Foa Agency Billsd

amachment®)  RemarkT  Heduced )
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Step Action

5a |The Add New Expense pop-up window appears:

Add New Expense

Date of Expense:* 22.0ct-2018 —

Expense:* Select Expense Type v
Amount:* 0.00

Description:

Remark: Add an Optional Remark

Receipt: Add Receipt

Size Limit: 10 Megabytes - Allowed Types: PDF,JPG,JPEG,GIF,TIFF,TIF,PNG,BMP XLS XLSX,DOC, DOCX, TXT

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

*Required Save and Close Exit Window

Choose Date of Expense

Select the Expense (parking)

Enter the Amount (i.e. 10.99)

Type the Description (parking at the airport)
Click Save and Close

YVVVYY
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Step Action

6 |The Step 2: Voucher Expenses screen appears with the new costs:
Step 2 : Voucher Expenses o
&9 Expense has been added successfully.

Expense Information

Agency Billed: 10
Traveler: 3

Amount

w Filter Options

Order by: Date ¥ | Sort Ascending Sort Descending

Date Type Amount Description Pay To Alerts
22-0c-2018  Fuel 0.00 Traveler

22-0ct-2018  Parking 10.99 Traveler

22-0ct-2018  Rental Car 0.00 Traveler

25-0ct-2018  Voucher Transaction Fee 15.10 Voucher Transaction Fee Agency Billed

» Locate the Parking expense
» Click Copy

Modify Copy Delete

6a |The Copy pop-up window appears:

Copy Expense - Parking for $10.99 on 22-Oct-2018
Copy the expense to the selected dates.
Select All
Copy Expense Date
Tuesday, 23-0ct-2018
Wednesday, 24-Oct-2018

Thursday, 25-Oct-2018

Copy and Close Copy Exit Window

» Check the boxes for the dates the expense is being copied to
» Click Copy and Close
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Training Exercises

Step

Action

7

Expense Infermation

Agency Billed: 1510

Traveler: 2198
Amount: 37.08
w Fiter Options

Order by Date v
Date Type
22-0ct-20168  Fuel
22.0ct-2018  Parking
22-0ct-2018  Rental Car
25-0ct-2018 . Parking

25-Oct-2018

Add New Expense

Next Step

Son Ascending

Vaoucher Transaction Fee

0 Expense has been copied successfully.

Sort Descanding

Amount Description
0.00
10.99
0.00
10,99

Back to Step 1: Basic information

» Click Next Step

1510 Vauwcher Transaction Fee

Pay To

Traveler
Traveler
Traveler
Traveler

Agency Billed

The Step 2: Voucher Expenses screen appears with the updated costs:

Alerts Copy Delete

Copy Delete

Dolere

Cony
v Cony
Copy

Delete

Delete

Artachment®] Remark{™ Reduced

Traveler Name: SELENA JENKINS

Accounting
Description  Account Code
select Account Codes

Save

Step 3: Voucher Accounting o

TriplD: 313198  VoucherID: 2

38.01.00-00-000 01-03-0005-02-..,

Back 1o Step 2: Expenses

» Click Save and Next Step

Voucher Type: Supplemental  Voucher Status:

Obligated Balance

$116.19

Tatal:

Remaining amount to be allocated:

Total claim amount:

The Step 3: Voucher Accounting screen appears:

Open Voucher - Obligation Accepted

Amount Allocated
s 3706
£37.08

$0.00

$37.08

Percent Allocated  Add to Favorites  Delete
10000% Add Deleye
100.00%
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E2 Travel Basic

Training Exercises

Step

Action

9 |The Step 4: Voucher Summary screen appears:

TripDackboard  Voucher

Step 4 : Voucher Summary w

3 Accounting
O summary

Traveler Name: SELEMAJEMMINS  TriplD: 313198

e

Veouchar 1D 2

Voucher Type: Supplemerts  Voucher Status: Opsn Youshe

Other Actions 3 . .
€D Accounting information has been saved successfully.
Femarks

Attachments
Basic Infermation - Egit Details

Type of Travel;

Specific Travel Purpose:

Trip Begin Date:

Trip End Date:

Claim Expenses Between
Bagin Date;
End Date:

Document Number:

{Sysem Assigned)

per 3maaths.

Scroll down and review all parts of the voucher summary

- Dtbgation Accepted

collapse or expand all sections

-~

10 | At the bottom of the Voucher Summary if nothing else needs to be added or

changed:

Remarks - Edit Details

Veucher Remarks - Voucher ID: 313198{1)

JENKINS, SELENA x
n to the United States any
edures (41CFR 101-41.20

Ewnarse . 32.0rt 308 af hima: Bussiness Cantar for € 001180

Receipts and Attachments - Edit Details

Trip Attachments - Trip ID: 313188

Uploaded By Date Submitted

E2 Solutions 06Jun-2019 12:45:37 PM COT

RIGGS, HEATHER

E2 Solutions 07un-2019 1;

Send to Traveler Back 1o Step 30 Accounting

> Click Send to Traveler

have against any parties in connection with reimbursable transportation cha

File Mame

Authorization Financial Systerm Transaction Record

t5.pdf

r Financial System Transaction Record; 1

-~

Expand Remarks

es described below, purchased under cash
his voucher is true and correct to the best of my knowledge and belief, and that payment or credit has not been received

Show

Show

Show

Notes:

v' For the traveler, the button will see send to Approver.
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E2 Travel Basic Training Exercises

Step Action

10 |The Confirm Action pop-up appears:

Confirm Action

Do you want to proceed?

» Click Confirm

11 |The Trip Dashboard screen appears with a notification at the top.

a Supplemental Voucher 313198(2) has been successfully sent to traveler.
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Exercise #8: Reclaim Travel Voucher

Objectives: e Create a Reclaim Travel Voucher (TV)

¢ Navigate each step of the TV

Instructions: Execute the following steps:
Your approving Official denied the following expenses:
Internet Fees = $10.99 (10/23-10/25)

So you will do the following to reclaim the expenses.

Step Action

1 |From the My E2 screen:
» Click on Trips

£5olutions
és--“'“-" S TRAVELER'STRIPS  TRAVELER'S PROFILE SELENA JENKINS // HEATHER RIGGS v
Ata Glance Trips Local Travel  Open izati Group
ﬁ'“ﬂ' Start a Travel Document Bulleting
1.20-Mar-2019: Once you access your E2 account for the first
What would you like to do today?  Make Reservailons i3 n time, click Profile to view and...r e

L 20-Mar-2019: Remamber to always book a FedRooms hotel
with your trip
To Do List
Pending Approvals

o No te do list items found,
Voucher 313198 for $37.08 for Trip 1D 313198 to Chicago, IL, United
States from 22-Oct-2018 to 25-0ct-2018 is pending approval from
JENKINS, SELENA

Additional Notices

o No additional notices found.
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E2 Travel Basic

Training Exercises

Step

Action

2
number:

AtaGlance  Trips  Local Travel

Order by: Departure Date v | Sort Ascending

Trip Id

OA/GAS

Destination

CREREL] Chicago, IL, United States

Start a

Open Authorization

Make Reservations

Group Authorization

Sort Descending

Departure Date Purpose Approver Auth

22.001:2018 Travel Training Chicago v

& In Progress

Shaw Held Resarvation Copy Fram Anather Trip

» Click Show for the document (i.e. Chicago trip)

The Trips tab shows authorizations and vouchers all grouped under a trip

Voucher

Advance Show Copy Trip Archive
Shea Copy
Showing 1+ 10f 1
= Rovised Pending  + Complete 3¢ Canceled

Trip Dashboard

Traveler Name: SELEMA JEMKING

Amend Authorization

Comparative Trips

Vouchers

Cut Off Date Dac Num D

25:0ct-2018 19-00054-00006-V02 2

25-0ct-2018 19-00054-2000CV01 1

> Click Reclaim

3 |The Trip Dashboard screen appears:

TripID: 313198

Authorizations
Begin Date End Date 1 Total Amount Status
22-0c1-2018 25-0c1-2018 33198

$2003.73 Approved - Obligation Accepted

There are no comparative trips associated with this trip.

Type Amount Status

Pending Approval (Traveler
Review)

Supplemental $37.08

Final $1887.54 COosed

Total: $1924.62

collapse or expand all sections

-~
State Show Delete
+ Show
-~
-~
State Show Delete
Show
+" Show
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E2 Travel Basic

Training Exercises

Step

Action

4

Trip Dashboard ~ Voucher

o Basic Information

3 Accounting

4’ Summary

Extras
Trips List

Printable Profile

The Step 1: Voucher Basic Information screen appears:

Step 1: Voucher Basic Information o

Traveler Name: SELEMA JENKINS

Basic Infermation

Type of Travel:
Specific Travel Purpose:

Trip Begin Date:

TripID: 313198

Voucher 1Dz Voucher Type: Reclaim  Voucher Status: New

Training

Trip End Date:

Claim Expenses Between:
Begin Date:
End Date:

Document Number:

Save and Next Step Save

» Click Save and Next Step

5 |The Step 2: Voucher Expenses screen appears:

Trip Dashboard Voucher

1 forn
Sk IR Step 2 : Voucher Expenses «

Printable Voucher

Lompack IXNr-te Nouc Order by: Date v SonAscending = Sort Descending
View Cost Variance
Summary Date Type Amount Description
y Expensas Su El hier Transs
B e A 50201 Foucher Transaction 1510 Voucher Transaction Fee

Trip Higtory

Vi Routing History

Extras
e s Add Reclaim Expenses

Create Trip -Pmp!illf‘

Delete Voucher

Beniable Profile

» Click Add Reclaim Expenses

9 Expenses
3 Accounting Traveler Name: SELEMAJENKINS  TripiD: 313198  VoucheriD: 3 Voucher Type: Reclaim
4! summary
a Basic Information has been successfully updated.
Other Actions x
Expense Information
chments -
w Fil

Voucher Status: Open Voucher - Obligation Accepted

PayTa Alerts Modify Delete

Agency Silled

Attachment:®) Remark: Reduced@B
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E2 Travel Basic Training Exercises

Step

Action

5a

The Eligible Reclaim Expenses pop-up window appears:
Eligible Reclaim Expenses

Expense Reclaim Selector

5 Claimed Approved Eligible

Select Date Type Description Brnannk Rinan P
22-Oct- Business

2018 Center Internet 10.99 0.00 10.99
23-Oct- Business

2018 o ior Internet 10.99 0.00 10.99

20ct  Busiiess e 10.99 0.00 10.99

2018 Center

Save and Close Save Exit Window

» Check the Select checkboxes for each expense you wish to reclaim
» When finished click Save and Close

Notes:

v/ Only expenses that have been denied in full or partial by the approver will be eligible for
reclaim.
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E2 Travel Basic

Training Exercises

Step

Action

6 |The Step 2: Voucher Expenses screen appears with the updated reclaim costs:

Trip Dashboard Voucher
1/ Basic Information
9 Expenses

3/ Accounting

4' Summary

Other Actions

Remarks

Attachments

Printabée Voucher
Compact Printable Voucher

View Cost Variance

Summary

Daily Expenses Summary

Extras

Trips List

Create Trip Template

Step 2 : Voucher Expenses

Traveler Name: SELENA JENKINS  TripID: 313198 Voucher ID: 3

a Reclaim expenses added to the voucher successfully.
Expense Information

w Filter Options

Order by: Date v  Sort Ascending  Sort Descending

Date Type Amount Description

23-0c-2018  Business Center 10.99 Internet

23-0ct-2018  Business Center 10,99 Intermet

24-0ct-2018  Business Center 10.93 Internet

1510 Voucher Transaction Fee

25.0a1-2018 :l'mlche! Transaction

Voucher Type: Reclaim

Voucher Status:  Open Voucher - Obligation Accepted

Pay To Alerts. Madify Delete
Traveler Modify Delete
Traveher

Traveler

Agency Billed

Reduced

Attachment®) Remark:

Reclaim costs must have remarks added to them. Find the first reclaim expense
and do the following:

> Click Modify
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E2 Travel Basic

Training Exercises

Step

Action

6a

The Edit Expense pop-up window appears:

Edit Expense - Business Center for $10.99 on 22-0ct-2018

Detail Remarks Receipts

Date of Expense: 22-0ct-2018

Expense: Business Center
Claimed Amount: 10.99

Approved Amount: 0.00

Available Reclaim: 10.99

Amount:* 10.99

Remark:* Add & Required Remark
Description: Internet

Pay To: Traveler

Site of Expense: Chicago, IL, United States

*Required Save and Close Save Exit Window

» Click on Add a Required Remark
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E2 Travel Basic Training Exercises

Step Action

6b | The Edit Expense pop-up window appears with the remark expanded:

Edit Expense - Business Center for $10.99 on 22-Oct-2018

Detail Remarks Receipts

Date of 22-0ct-2018
Expense:

Expense: Business Center
Claimed

Amount: 1099
Approved

Amount: 000

A\railable 10.99

Reclaim:

Amount:* '10.99
Remark:* Note: Remarks cannot be edited or deleted. Review all information before proceeding.

Allowed Characters: Aa-Zz0-9%()/:?7@,."' -

2000 characters left.

Save and Close Save Exit Window

» Enter your Remark (i.e. Used at hotel to do business work)
» Click Save and Close
» Repeat for all reclaiming expenses
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Step Action

6¢c | When finished Step 2: Voucher Expenses screen appears with all notes

showing:

Step 2 : Voucher Expenses

Traveler Name: SELENAJENKINS  TripID: 313198  VoucherID: 3 Voucher Type: Reclaim  Voucher Status: Open Vioucher - Obligation Accepted

@ Expense has been updated successfully.
Expense Information

v Filter Options

Order by:| Date ¥ Sort Ascending = Sort Descending
Date Type Amount Description Pay To Alerts Modify Delete
22-0ct-2018  Business Center 1099 Interret Traveler Modify Delete
33.0ct-2018  Business Center 10.99 Internat Traveler Modify Delete
24-001-2018  Business Center 10,99 Internet Traveler Maddify Delete
Voucher Transacti & o
25-Oct-2018 F:em LAl Lo s 15.10 Voucher Transaction Fee Agency Billed
Sf g1-4ofd
attachment:®] Remark®™  Reduced@

Add Reclaim Expenses

MNext Step Back 1o Step 1: Basic Information

» Click Next Step

7 | The Step 3: Voucher Accounting screen appears:

Trip Dashboard Voucher

1) Basic Informat %
T Step 3 : Voucher Accounting «
2/ Expenses

a Accnuming Traveler Name: SELEMA JENKING

TripID: 313198 VoucherID: 3  Voucher Type: Reclaim  VoucherStatus: Open Voucher - Obligation Accepted

4/ Summary

Accounting
Other Actions " " Amount Percent Add to
De: A t Cod: Obligated Bal. Delet:
gy Eadsaido i Allocated Allocated  Favorites g
Remarks
A43000-000 2019-98-01-00-00-000 01.03-0005
Attachments e g : 11619 § 807 10000%  pdd Delste
Printabie Voucher
Total: $48.07 100.00%

Compact Printable Voucher

CostV, Remaining amount to be £0.00
View Cost Variance

allocated: a3 07
Summary §4p.07
Total claim amownt:

Daily Expenses Summary
Trip History
View Routing History Select Account Cedes
Extras
Trips List Save and Next Stap Save Back to Step 2: Expenses

Create Trip Template

» Click Save and Next Step
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E2 Travel Basic

Training Exercises

Step

Action

8

Trip Dashboard Voucher

1. Basic Information
2 Expenses
3/ Accounting
(4] Summary

Other Actions

Remarks

Attachments

Printable Voucher
Compact Printable Voucher
View Cost Variance
Summary

Daily Expenses Summary
Trip History

View Routing History

Extras
Trips List
Create Trip Template

Delete Voucher

Step 4 : Voucher Summary w

Traveler Name: SELENA JENKINS  TriplD: 313198

The Step 4: Voucher Summary screen appears:

VoucherID: 3 Voucher Type: Reclaim

o with Federal gl receipts gr 575
V] ing i ion has b d

Basic Information - Edit Details

Type of Travel: Training

Specific Travel Purpose
Trip Begin Date:
Trip End Date:
Claim Expenses Between:
Begin Date:
End Date:

Document Number:

Travel Training Chicago
22-0ct-2018
25-0ct-2018

22-0ct-2018
25-0ct-2018

(System Assigned)

Voucher Status:  Opan Vouchar - Obligation Accepted

a period of & years and 3 months,

» Scroll down and review all parts of the voucher summary

collapse or expand all sections

-~

Receipts and Attachments - Edit Details

Trip Attachments - Trip 1D: 313138

Uploaded By
E2 Solutions
RIGGS, HEATHER

E2 Solutions

Send to Traveler

Date Submitted

06-Jun-2019 12:45:37 PM CDT
07-Jun-2019 8
07-Jun-2019 1:

Back to Step 3: Accounting

» Click Send to Traveler

File Name

2113 AMCDT
50:57 PM COT

Travel Reciepts.pdf

Authorization Financial System Transaction Record

Voucher Financial System Transaction Record: 1

At the bottom of the Voucher Summary if nothing else needs to be added or
changed:

Show

Show
Show
show
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E2 Travel Basic Training Exercises

Step

Action

10

The Confirm Action pop-up appears:

| Confirm Action

Do you want to proceed?

> Click Confirm

11

The Trip Dashboard now should have up at the top that the voucher has been
sent to the traveler.

@ Reclaim Voucher 313198 has been successfully sent to traveler.
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Exercise #9: Local Travel Voucher

Objectives: e Create a Local Travel Voucher

¢ Navigate each step of the Local Travel Voucher

Notes: Local Travel is defined as travel that:
1) Is Not Entitled to Per Diem
NTR Chapter 16 outlines all requirements of local travel

Instructions: Execute the following steps:

You work in the Germantown, MD office. You've been asked to attend some meetings
in Silver Spring, MD. The government car is unavailable for the dates of your
meetings, so on February 5™ you drive from work and park and on February 7™ you
park at the metro and take the metro into Silver Spring. (2019)

Actual Expenses

2/5 — 42 miles roundtrip

2/5 - $5.60 parking (8 hrs at “long term” parking @$0.70/hr)
2/7 - $5.20 metro parking (all day)

2/7 - $10.30 roundtrip metro fare ($5.15 one way smatrt trip)
2/7 — 16 miles roundtrip

Step Action

1 |From the My E2 screen:
» Click on Local Travel

@-‘h‘-”-'-‘-“ TRAVELER'STRIPS  TRAVELER'S PROFILE SELENA JENKINS // HEATHER RIGGS w

AtaGlance  Trips  LocalTravel  OpenAuthorization  Group Authorization

aw .

% Start a Travel Document Bulletins
L.20-Mar-2019: Once

What would you like to do today? =~ Make Reservations v timae, elick Profile to vi

£.20-Mar-2019: Remember to always book a FedRooms hotel
with your trip

To Do List
Pending Approvals

© 1o todolistitems found.
Voucher 313198 for $37.08 for Trip 1D 313198 to Chicago. IL, United

States from 22-0ct-2018 to 25-0ct-2018 is pending approval from
JEMKIMS, SELENA

Voucher 313198 for $42.07 for Trip 1D 313192 to Chicago, IL, United
States from 22-Oct-2018 to 25-0ct-2018 is pending approval from
JEMNKINS, SELENA

Additional Notices

o No additional notices found.
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Training Exercises

Step

Action

2

The Local Travel tab shows any local vouchers together:

AtaGlance  Trips Local Travel Open Authorizati

w Filter Options

Order by: Start Date ¥ Sort Ascending = Sort Descending

Claim id Start Date End Date

Approver Claim Show Copy Trip Archive
0 Ho match found

# InProgress =% Revised Pending  + Complete 3¢ Canceled

> Click Start a New Claim

The Step 1: Local Travel Basic Information screen appears:

2 or
éSf”Ut 0N TRAVELER'STRIPS  TRAVELER'S PROFILE SELENA JENKINS // HEATHER RIGGS w
o Basic Information - 5
Step 1: Local Travel Basic Information «

Traveler Name: SELEMA JEMKINS - Local Claim ID: Mew  Voucher Type: Claim  Claim Status: New

Basic Information

Extras

Specific Travel Purpose:*

Begin Datec* :__-

e
End Date;* £
Document Number: (System Assigned)

Save and Next Step Save

» Enter the Specific Travel Purpose (i.e. Meetings in Silver Spring)
» Enter the Begin Date (i.e. Feb 5)

» Enter the End Date (i.e. Feb 7)
» Click Save and Next Step

Notes:

v" Local Travel vouchers can only be done for a maximum of 60 days.
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Step Action

4 | The Step 2: Local Travel Expenses screen appears:

1. Basic Information
9 Expenses

3/ Accounting Traveler Mame: SELEMAJENKINS  Local ClaimID: LT-0043300  Voucher Type: Claim  Claim Status: Open Voucher

Step 2 : Local Travel Expenses «

4’ Summary
@ Basicinformation has been successfully updated.

Other Actions :
Expense Information

Remarks

Agency Billed:

Amount: 6.87
i Sy Order by: Date v SortAscending Sort Descanding
Date Type Amount Description Pay To Alerts Modify Copy Delete
Extias 07-Feb-2019 :‘:""h" Traniction 687 Voucher Transaction Fee Agency Billed

Artachment®] Remark®™  Reduced
Add New Expense

Mext Step Buack to Sten.

» Add the following expenses:

2/5 — 42 miles roundtrip

2/5 - $5.60 parking (8 hrs at “long term” parking @%$0.70/hr)
2/9 - $5.20 metro parking (all day)

2/9 - $10.30 roundtrip metro fare ($5.15 one way smatrt trip)
2/9 — 16 miles roundtrip

» Click Save and Close
» Click Next Step

5 |The Step 3: Local Travel Accounting screen appears:

£%alution
é Solubions’  rRavelER'S TRIPS  TRAVELER'S PROFILE SELENA JENKINS // HEATHER RIGGS v

1 Basic riermatia Step 3 : Local Travel Accounting o
2/ Expenses

9 Accounting Traveler Name: SELEMA JENKINS  Local Claim ID: LT-0043300  Vioucher Type: Claim  Claim Status: Open Voucher

4 Summary
1, Noaecount cades selected. Click the 'Select Account Codes' link belaw to add an account sade.

Other Actions

Accounting

@ 1o account codes selected

Select Account Codes

Save Back 1o Sue 2 Expenses

» Add an ACCS Code
» Click Save and Next Step
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Step Action

6 |The Step 4: Local Travel Summary screen appears:

1 Basic Information

Step 4 : Local Travel Summary o

2! Expenses
3 Accounting Traveler Name: SELENAJENKINS  Local Claim ID: LT-0043300  Voucher Type: Claim  Claim Status: Oper
[4] Summary
o with Federal jons all single receipts greater than $75.00 should be retained for a period of 6 years and 3 menths.
Other Actions 2
L+ ] ing i ion has been saved

collapse or expand all sections

Basic Infermation - Edit Details

-~

Specific Travel Purpose: Me
Begin Date: 05
End Darte:

Extras

elete Clai
Delete Claim Document Number:
Local Travel Claim List

Expenses - Edit Details

Agency Billed: 687
Traveler: 34,74

Amount: 61.61
Order by: Date v SortAscending  Sor Descending

— Date Type Amount Description Pay Ta Alerts Show

» Scroll down and review all parts of the voucher summary
» Add Any Remarks & Receipts
» Click Send to Traveler

7 | The Confirm Action pop-up appears:

Confirm Action

Do you want to proceed?

> Click Confirm

8 |The Trip Dashboard now should have up at the top that the Local Travel
voucher has been sent to the approver.

& Local Voucher LT-0043300 has been successfully sent to traveler.
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Exercise #10: Copy Travel Authorization

Objectives: e Copy a Basic Travel Authorization (TA)
¢ Navigate each step of the TA

Instructions: Execute the following steps:

You have been asked to return to Chicago, IL to provide training on December 4-5, 2018. You
will have a travel day on either side of the training. Your POV costs include a person taking you
to the airport and picking you up. In this exercise you will copy from your previous Chicago TA.
The TA needs to include the following costs:

Estimated Expenses

$287.00 = Round-trip air fare

$37.63 = Transaction Fee

50 miles one way to airport using private vehicle (POV)
$400 for Rental Car

$65 for Rental Car Gas

$10/night for Parking at the hotel

$25 for Parking at the airport for drop off and pick up
$25/night for Hotel Tax

$50 for Internet Fees

$25/flight Checked Baggage Fees

Step Action

1 |From the My E2 screen:
» Click on Trips

Ataglance  Trips  LocalTravel  OpenAuthorization  Group Autherization

{ﬁ Start a Travel Document Bulleting
L.20-Mar-2019: Once you E2 account for the first
‘What would you like to do today? ~ Make Reservations T ﬂ time, click Profile to view an
1. 20-Mar-2019: Remembes FedRooms hotel
with your trip

To Do List
Pending Approvals

@ oo dolistitems found. ) )
Local Travel and Misc. Claims LT-0043300 for $61.61 for Meetings

NA

3198 for $37.08 for Trip 1D 313198 to Chicago, IL. United
States from 22-0ct-2018 to 25-0ct-2018 is pending approval from
JEMEINS, SELENA

Additional Notices

o No additional notices found.
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Step

Action

2

The Trips tab shows authorizations and vouchers all grouped under a trip
number:

Order by: Departure Date ¥ Sort Ascending  Sort Descending
Trip 1d DA/GAS Destination Departure Date Purpose Approver Auth Voucher Advance Show Copy Trip Archive
314003 Chicago, IL, United States 22-0ct-2018 Training in Chicago 5 «

Copy

» Click Copy for the document (i.e. Chicago trip)

The Copy Trips screen appears
Copy Trip: 314003
Copy Trip Information

New Trip Start Date:*

*Required

» Enter Trip Start Date (i.e. Dec 3, 2018)
» Click Copy
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Step

Action

4

The Stepl: Basic Information screen of the authorization appears:

Trip Dashboard Authorization

Basic Information . .
o Step 1: Basic Information ©

2/ Reservation
Traveler Name: SELENA JENKINS  Trip ID: 314005  Authorization Status: New Authorization

3 Site Details
4 Expenses _
) a Trip 314005 has been successfully copied from Trip 314003,

5 Accounting

6/ Travel Policy Basic Information

7. Summary

Type of Travel:* Mission (Operational) v

Other Actions Specific Travel Purpose:* Training in Chicago

Remarks Document Number: (System Assigned)
Attachments

Printable Authorization *Required

Compact Printable
Authorization

RalvECR R e Save and Next Step Save
Trip History

Add Non-Federal Sponsor

» Edit Type of Travel (i.e. Mission)
» Edit the Specific Travel Purpose (i.e. Travel Training in Chicago - Teaching)
» Click Save and Next Step

Notes:

v The information will automatically populate based off the authorization you copied.
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Training Exercises

Step Action

Trip Dashboard Authorization

1) Basic Informati i
pasicinformation Step 2 : Reservation @

o Reservation

Traveler Name: SELENA JENKINS  Trip ID: 314005

5 |The Step 2: Reservation screen of the authorization appears:

Authorization Status: New Authorization

Manage Trip Reservations

Other Actions

Site Details
4 Expenses _
0 Basic Information has been successfully updated.
5 Accounting
6/ Travel Policy Confirmation Number:
7) Summary Make New Reservation

Attachments
Printable Authorization

Compact Printable

» Click Next Step

Remarks Next Step Back to Step 1: Basic Information

Notes:

v For training purposes we will be skipping this step.

Trip Dashbeard Authorization

Accounting [5ite 1] Begin: Washington, DC, United States on 03-Dec-2018 to Chicago, IL, United States

5
6 Travel Policy
7

Summary Departing Date:* 03-Dec-2018 Daiy

Departing Time:* 08:00 AM ¥

Other Actions Departing From: * ‘Washington, DC. United States

:IE":.&:ILE Going To:* Chicage, IL, United States

Printab Arrival Date:* 03-Dec-2018 T
Mode of Transportation:® | Commercial Plane L
Reason For Stop:* Temporary Duty

Add SHe Add Break

» Edit/update any information
» Click Save and Next Step

1/ Basic Information . .
Step 3: Site Details w

2 Reservation

© site Details Traveler Name: SELEMAJENKINS  TripID: 314005  Authorization Status: New Authorization

4 Expenses

6 |The Step 3: Site Details screen of the authorization appears:

collapse or expand all sections

-~
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Step

Action

v

Trip Dashbaard Authorization

1 Basic Information
2 Reservation

3 Site Details

O expenses

5 Accounting

Traveler Name:

& Travel Policy

7. Summary

Agency Billed:

Traveler;
Other Actions Unassigned:
Remarks Amaunt:

Attachments

ntable Authorization

Compact Printabie
Authorization

Daily Expenses Summary
03-Dec-2018

03-Dec-2018

03-Dec-2018

Travel Agent Assistance

03-Dec-2018

» Click Next Step

Extras e

Step 4 : Expenses w

SELENA JENKINS  TripID: 3143005

o Site details information has been saved successfully.

Expense Information

5314

¥ Sor Ascending

Type Amount
Business Center 50.00
Checked Bag Fea 50.00
Fuel 65.00
Lodging 468,00

The Step 4: Expenses screen of the authorization appears:

Authorization Status:  New Autharization

Sort Descending

Description Pay To Alerts Medify Copy Delete
Internet Fees Traveler Modify Copy Delet
Traveler Modify Copy Delete
Traveler Modify Copy
Lodging expense in Chicago, IL. United States Tl Mogify

including lodging taxes

» Edit/Modify any information that needs to be changed (i.e. lodging)

Notes:

v' The system should automatically change the dates from the travel authorization based
off the dates added for the new authorization.
v' Verify system data, like lodging, has updated, if not, update.
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Step Action

8 The Step 5: Accounting screen of the authorization appears:

Trip Dashboard Authorization

1 Basic Information

Step 5: Accounting @

2/ Reservation
3) Site Details Traveler Name: SELENA JENKINS  TripID: 314005  Authorization Status: New Authorization
4’ Expenses
. 4L, Noaccount codes selected. Click the 'Select Account Codes’ link below te add an account code.
e Accounting
6/ Travel Policy Accounting
7 Summary

o No account codes selected.
Other Actions

Remarks
Select Account Codes
Attachments

Printable Authorization

Compact Printable
Authorization Save and Next Step Save Back to Step 4: Expenses

Daily Expenses Summary

» Add an ACCS Code
» Click Save and Next Step

9 |The Step 6: Travel Policy screen of the authorization appears:

1/ BasicInformation

Step 6: Travel Policy o
Beservation
Site Details Traveler Mame: SELEMA JEMKING TripID: 314005 Authorization Status:  New Authorizatic

T Y

Expenses

4L, These pelicy itemns are incomplete: Air Cabin Class, and Rental Car Type.
5 Agcounting
0 Travel Policy o i hidorrratior: s bt s

7 Summary

collapse or expand all sections

Qther Actions Travel Palicy Justifications .

Palicy ltem Infermation Explanation
Air Cabin Class Select one ]
Rental Car Type Select one hd

Travel Policy Warnings -~
Policy ltern Infarmation
Lowest Logical Airfare Mo commercial air reservation.

» Update any Travel Policy Justifications
» Click Save and Next Step
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Step

Action

10

The Step 7: Summary screen of the authorization appears:

Trip Dashboard Authorization

1. BasicInformation %

- Step 7: Summary o

3/ Site Details Traveler Name: SELENAJENKINS  TripID: 314005  Authorization Status: Mew Authorization
4/ Expenses

5 Accounting Basic Information - Edit Details

6 Travel Palicy

a summary Type of Travel:

Specific Travel Purpose
Document Number:

Other Actions

Remat

Reservation - Edit Details

o No reservations found.

Site Details - Edit Details

[Site 1] Begin: Washington, DC, United States on 03-Dec-2018 to Chicago, IL, United States

Extras [Site 2] End: Chicage, IL, United States on 08-Dec-2018 to Washington, DC, United States

> Add Remarks
» Add Attachments
» Click Send to Approver

collapse or expand all sections

-~

11

The Confirm Action pop-up will appear.

Confirm Action

| Do you want to proceed?

Confirm Cancel

> Click Confirm

12

The My E2 screen should appear with a message at the top stating the

authorization has been sent to the approver.

é Authorization 313373 has been successfully sent to approver.
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Exercise #11: Recall/Adjust Travel Authorization Allocate ACCS

Objectives: e Recall a Travel Authorization (TA)
o Adjust the TA
e Allocate more than one ACCS

Instructions: Execute the following steps:

The Chicago trip you just forwarded to your routing list needs to be recalled as the office you're
traveling for wants to add an additional ACCS in order to move some of the costs to that
accounting.

Step Action

1 |From the My E2 screen:
» Click on Trips

At a Glance Trips Local Travel Open izati Group
{!} Start a Travel Document Bulleting
L.20-Mar-2019: Once you access your E2 account for the first
‘What would you like to do today? ~ Make Reservations T Go time, click Profile to view and..
1. 20-Mar-2019: Remember to al hotel
with your trip
To Do List

Pending Approvals

@ oo dolistitems found. ) ) )

Local Travel and Misc. Claims LT-0043300 for $61.61 for Meetings
in Silver Spring from 05-Feb-2019 to 07-Feb-2019 is pending
approval from JENKINS, SELENA

Voucher 313198 for $37.08 for Trip ID 313198 to Chicago, IL. United
Srates from 22-0c1-2018 to 25-0ct-2018 is pending approval from
JEMEINS, SELENA

Additional Notices

o No additional notices found.

2 | The Trips tab shows authorizations and vouchers all grouped under a trip
number:

v Filter Options

Order by: Departure Date ¥  Sori Ascending  Sori Descending

Trip Id DAIGAS Destination Departure Date Purpose Approver Auth  Voucher Advance  Show Copy Trip Archive
314005 Chicage, IL, United States 03-Dec-2018 Training in Chicaga - Teaching : =
314003 Chicago, IL. United States 22-0c1-2018 Training in Chicago Show

# InPrograss =t Revised Pending ¢ Complete 3¢ Canceled

» Click Show for the document (i.e. Chicago trip - Teaching)
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Step

Action

3

The Step 7: Summary screen appears:

Trip Dashboard  Authorization

1/ Easic Information

Step 7: Summary o
2! Reservation
3) Site Detalls Traveler Name: SELENAJENKINS  TripID: 314005  Authorization Status: Pending Autharization Approval
4| Expenses coliapse or expand all sections
5) Accounting Basic Information - View Details =
6 ' Travel Palicy
o Summary Type of Travel: Mission (Operational)

Specific Travel Purpose: Training in C T

Document Number: 2
Other Actions

Reservation - View Details w3

@ 1o reservations found.
Daily Expémses Summary
Trip Hi

Site Details - Yiew Details >

Travel Agent Assistance
[Site 1] Begin: Washingten, DC, United States on 03-Dec-2048 to Chicage, IL, United States -
Extras

_Tiipes List [Site 2] End: Chicago, IL, United States on 06-Dec-2018 to Washington, DC, United States -

> Scroll to the bottom of the screen

At the bottom of the Step 7: Summary screen:

Remarks

o No remarks found.

Receipts and Attachments - Edit Details

Attached Documents

o No receipts or attachments found.

Recall Back to Step 6: Travel Policy

> Click Recall

Notes:

v" As long as the final approval has not been done, the preparer can pull the document
back to make additional changes.
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Step Action

5 |The Confirm Action screen appears:

Confirm Action

Do you want to proceed?

> Click Confirm

6 |The Step 7: Summary screen of the authorization appears with a note at the top

Trip Dashboard  Authorization

AL, Authorization revised: Document t recalled from approver
5 Accounting

6 Travel Policy

© summary Basic Information - Edit Details
Other Actions. Type of Travel:
Remarks Specific Travel Purpose;

Document Number:

Reservation - Edit Details

@ 1o reservations found.

Site Details - Edit Details

_Extras [Site 1] Begin: Washir DE, United States on 03-Dec-2018 to Chicago, IL, United States

1 Basic Information
Step 7: Summary o
2 Reservation
3 Site Details Traveler Name: SELEMA JENKING  TripIDi 314005  Authorization Status: Revised Authorization
4 Expenses

stating that the document has been revised and recalled from the approver:

collapse or expand all sections

-~

» Click the Accounting link

FY 2019 — Version 1.0.1

105




E2 Travel Basic Training Exercises

Step Action

6a |The Step 5: Accounting screen appears:

Trip Dashboard Authorization

Basic Information

Step 5: Accounting w

1
2/ Reservation
3

Site Details Traveler Mame: SELENA JENKING  Trip 1D 314005  Authorization Status: Revised Authorization
4| Expenses Accounting
9 Accounting
6' Travel Policy Description  Account Code obligated Balance &';T::::':; A:::::‘; F:j;il‘o“ Delete
=" A r‘r R e | O O TR L O $0.00 $ 180314 100 00% Add Delete
Other Actions Total; $1803.14 100.00%
Remarks Remaining amount to be £0.00

allocated:

Attachments

Printable Authorizatior Total claim amount:

Select Account Codes

Daily Expenses Surnmary

Trip b

Add Non-Federal Sponsor 5
Save and Next Step Save Back 10 Step 4; Expenges

View Routing History

» Click the Select Account Codes link

7 |The Add New Expense pop-up window appears:

» Add the new accounting code
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Step

Action

8 |The Step 5: Accounting screen of the authorization appears with the second

Trip Dashboard  Authorization

1. Basic Information

2/ Res

Step 5 : Accounting o

4 Expenses

: &F 1 accoun it code(s) added to page.
9 Accounting
6/ Travel Policy Accounting

7/ Summary

Description  Account Code
Other Actions
FY19-
ACCS
FY19
ACCSZ

Select Account Codes
Split Funding

Extras

Total Amount/Percent
Expense Type
Expense Type Amount
Expense Date

The next way to allocate:
Click the Split Funding link

Traveler Name: SELENA JENKINS  Trip ID: 314005

accounting code now associated to the authorization:

Authorization Status:  Revised Authorization
Armount Perces nt Add to
Obligated Balance Delete
e Allocated Allecated Favorites
000 § 180314 100.00%
$000 $ 0.00 0.00% Add Delete
Total; $1803.14
Remaining amount to be
allocated: i

Total claim amount:

There are four ways in which to allocate accounting:

On the Accounting screen this is where you can split the costs by the total
amounts or percentage. You'd just enter the total amount for each ACCS code
or type in a percentage. Either way, by splitting the costs that way the
percentage needs to in total equal 100% or the full total of the TA.
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Step Action

9 | The Split funding pop-up window appears:

Split Funding For Travel Between 03-Dec-2018 and 06-Dec-2018

Accounting Balances -~
Account Code Obligated Balance Amount Allocated Pay ToTrv Pay To CBA
51 0440000-000 2019-98-01-00-00-000 11-01-0006-02-.. $0.00 §1803.14  $1463.00 $340.14
510443000-000 2019-98-01-00-00-000 99-04-0000-00-... $0.00 $0.00 $0.00 $0.00
Total $0.00 $1803.14  $1463.00 $340.14

Split Funding By Expense Type

Expense Type Account Code CBA  Amount Detail
Business Center ‘)OO-GDO 2019-98-01-00-00-000 11-01-0006-02-00-00-00 ¥ ‘ N 50.00 Detail
Expense Type Account Code CBA  Amount Detail
Checked Bag Fee ‘)OO-OOQ 2019-98-01-00-00-000 11-01-0006-02-00-00-00 v ‘ N 50.00 Detail
Expense Type Account Code CBA  Amount Detail
Rental Car ‘)OO-ODO 2019-98-01-00-00-000 11-01-0006-02-00-00-00 ¥ ‘ N 400.00 Detail
Expense Type Account Code CBA  Amount Detail

Rirfarn Manamann Caerine \AA ARA mA4A A8 A4 AR AR AAA 44 A4 ARRA AR AR AR AR = | U 207 AN Maeail

Save and Close Save Exit Window Split By Expense Date

On this window the expense types will appear with a drop-down arrow where you
can select that full cost for that expense type to a specific ACCS code.

Split Funding By Expense Type

Expense Type Account Code CBA  Amount Detail

Business Center Services 3-800 2018-0001-02-21-16-001 30-21-0002-00-00-00-00% N 50.00 Detail

Expense Type 14 28LEF28-B00 2018-0001-02-21-16-001 30-21-0002-00-00-00-00 CBA Amount Detail

14 281 EF29-P00 2018-0001-02-21-16-001 30-31-0002-00-00-00-00 )
Checked Baggage Fec 5-BUU ZULB-UUUL-UZ-Z1-16-UULl 3U-Z 1-UUUZ-UU-UU-UU-UU] 'l N 50.00 Detail

Or if you want to split that expense type cost to more than one ACCS code:
» Click the Detall link
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Step Action

10 |The Split Funding by Expense Type Detail window appears:

Split Funding By Expense Type

Expense Type Account Code CBA  Amount Detail
Business Center N 50.00 Clealr
Detail
Account Code Amount
51 0440000-000 2019-98-01-00-00-000 11-01-0006-02- 0.00
00-00-00 .
51 0443000-000 2019-98-01-00-00-000 99-04-0000-00- 0.00
00-00-00 -

You'll be able to enter specific amounts to each of the ACCS Codes for that
Expense Type. Just be aware you'll need to enter so all the amounts equal the
total of the expense type. You can either save every time you make a change or
save at the end of all expenses. If you're done adding all the expenses, you can
click Save and Close, otherwise click Exit Window if you don’t want to do
anything on this screen.
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Step Action

11 |The Split Funding pop-up window will appear:

Split Funding For Travel Between 04-Dec-2017 and 07-Dec-2017

Accounting Balances ~
Account Code Obligated Balance Amount Allocated Pay To Trv Pay To CBA
14 28LEF28-B00 2018-0001-02-21-16-001 30-21-0002-0... $0.00 $1454.17  $1406.00 $48.17
14 28LEF23-P00 2018-0001-02-21-16-001 30-31-0002-0... $0.00 $0.00 $0.00 $0.00 E
Total $0.00 $1454.17  $1406.00 $48.17
Split Funding By Expense Type

Expense Type Account Code CBA  Amount Detail
Business Center Services 3-800 2018-0001-02-21-16-001 30-21-0002-00-00-00-00[~| N 50.00 Detail
Expense Type Account Code CBA  Amount Detail
Checked Baggage Fee 3-800 2018-0001-02-21-16-001 30-21-0002-00-00-00-00]~| N 50.00 Detail
Expense Type Account Code CBA  Amount Detail
E::I:: Car - Commercial Car b-BOO 2018-0001-02-21-16-001 30-21-0002-00-00-00-00m N 350.00 Detail
Expense Type Account Code CBA  Amount Detail -

Save and Close Save Exit Window Split By Expense Date

If you want to split the funding by expense date, which is the easy way to do it for
Subject to the Availability of Funds (SAF).

» Click the Split By Expense Date link
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Step Action

12 |The Split Funding by Expense Date pop-up window will appear:

Split Funding For Travel Between 03-Dec-2018 and 06-Dec-2018
Split Funding By Expense Date
Expense Beginning: 03-Dec-2018 L

Expense Ending: 06-Dec-2018 e

Account Code:

Add Split Funding

From To Account Code

o Mo split fund date range has been entered

Save and Close Save Exit Window

J00-000 2019-98-01-00-00-000 11-01-0006-02-00-00-00 *

Delete

This way allows you to pick the dates and select the ACCS Code for that date
range. You'll have to make sure to do for each date range. You'll receive an
error if you don’t. When you change your dates and account code, click the Add
Split Funding button. When finished entering the split funding you can click Save
and Close. If you don’'t want to do anything on this screen click Exit Window.
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Step Action

13 |The Step 5: Accounting screen appears:

Trip Dashboard  Authorization

Basic information

Reservation

Step 5 : Accounting o

Site Details Traveler Name: SELEMA JENKINS  TripID: 314005  Authorization Status: Rewvised Authorization

Expenses

1
2
3
4
g & 1 account code(s) added to page.
© Aaccounting
L]
7

Travel Policy Accounting
Summary
Amount Percent Add to
i i i

Description  Account Code Obligated Balance Allocabed Allacated it Delete
Other Actions

FY 19 - 000 2019-98-01-00-00-000 11-01-0006-
Riiate .-\ccg' 2 = 1 s000 § 1803 14 100.00% A Delete
Atachments 1 044NN 010 0

&0 000 20159 )
F¥ 19 51 0443000-000 2019-98-01-00-00-000 99040000 S0 o0 Took s Petise
ALCSZ 00-
Total; $1833.14 100.00%
Remaining amount to be $0.00

Daily Exper allocated: £1813.14
Tnet Total claim amount:
Add Non-Federal Spansor
View Routing Histary

Select Account Codes
Travel Agent Assistance split Funding

Extras

So now that you know the ways to allocate: Allocate the funding across the two
accounting codes.

TripDashboard  Authorization

! Bachfamation  gen 5 Accounting w

2 Reservation

3 Site Details Traveler Name: SELENAJENKINS  TripID: 314005  Authorization Status: Revised Authosization
4/ Expenses
) &9 Split Funds successfully saved.
e Accounting
6 Travel Policy Accounting
7 Summary
. " Amount Percent Add to

) Description  Account Cade Obligated Balance Frsienis Aoiated” Feeorks. DAtk

Other Actions.
FY19 010006
Remarks ACCST — $0.00 $1069.14 59.29% Add Delete
A s et z o
P19 0443000-000 2019-98-01-00-00.000 99:04-0000- o
$0.00 $734.00 40.71% d Delete
Printable Authy ACCS2 00-, £
Comp: Total: $1803.14 100.00%
Authorization
Remaining amount to be $0,00
Daily Expenses Summary %
e ¥ allocated: £1803.14

Trip History Total claim amount:
Add Non-Federal Sponsor

View Routin

select Account Codes
Split Funding

Travel Agant A

Eubene

» When finished click Save and Next Step
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Step

Action

14

The Step 6: Travel Policy screen appears:

550““0”5 TRAVELER'S TRIPS  TRAVELER'S PROFILE

Trip Dashboard  Authorization

1 Basic Information
2| Beservation

Step 6 : Travel Policy o

SELENA JENKINS // HEATHER RIGGS w

3| Site Details Traveler Name: SELEMAJENKING  TripiD: 314005  Authorization Status: Revised Authorization
4. Expenses 0
5 Accounting
G Travel Policy collapse or expand all sections
7/ Summary Travel Palicy Justifications -~
Other Actions Policy Item Infermaticn Explanation
Remarks
ol Air Cabin Class Coach ¥ | Within policy
Attachments
Printable Authorization Rental Car Type Compact ¥ | Within policy
Compact Printable
Authorization
Daily Expenses Summary el
Trip History Travel Policy Warnings -
Add Non-Fede sor
Wiew Routing History Policy ltem Infarmation
Travel Agent Assistance Lowest Logical Airfare Mo commercial air reservation.

Lowest Compact Car

,&dus

No commercial rental car reservation.,

» Click Save and Next Step

15

The Step 7: Summary screen appears:

Trip Dashboard  Authorization

1 Basic Information

Step 7: Summary o

2 Beservation

3| Site Details Traveler Name: SELENAJENKINS ~ Trip ID: 314005  Authorization Status: Revised Authosization

4’ Expenses

i ization revised: recalled pp

S| Accounting .

6 Travel Palicy collapse or expand all sections
© summary Basic Information - Edit Details -~
Other Actions Type of Travel: Mission (Operational)

Remarks Specific Travel Purpose: Training in Chicago - Teaching
Document Mumber: 19-00062-X000¢-A01
le Authorization
Compact Printable ~ % .
bt Reservation - Edit Details -~
Daily Expenses Sumenary
Trip History o Na reservations found.
Add Nen-Federal Spansar
View Routing History
Travel Agent Assistance Site Details - Edit Details i
_Extras ISite 11 Begin: Washington. DC. United States on 03-Dec-2018 te Chicago. IL. United States -

» Click the Remarks Edit Details link
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Step Action

16 |The Remarks pop-up window appears:

> Click on the Add Remarks tab
» Add a remark about why the change was needed
» Click Save and Close

17 |The Step 7: Summary screen appears with the remarks showing:

» Click Send to Approver

20 | The Confirm Action pop-up window appears:

Confirm Action

Do you want to proceed?

> Click Confirm

21 | The My E2 screen appears with a note at the top that it's been successfully sent
to the approver.

FY 2019 — Version 1.0.1 114




E2 Travel Basic Training Exercises

Exercise #12: Create TA Where Duty Station Not in Per Diem Table

Objectives: Create a Basic Travel Authorization (TA)

Navigate each step of the TA

Understand the steps when a location is not in the per diem table

Notes: For domestic locations inside the continental United States (CONUS):
1. Check to see if the TDY location(s) is listed by GSA as a key city;

2. Ifitis not listed as a key city, check to see if the county for the TDY
location(s) is listed;

3. If neither the city nor county are listed, you need to select the standard
per diem rate and then enter the location manually.

To look up counties for domestic locations, use www.naco.org
FedRooms should always be the first choice for CONUS locations.

For foreign locations or U.S. locations outside of the continental United States
(CONUS), i.e., Alaska, Hawaii, Northern Mariana Islands, etc:

1. Check to see if the TDY location is listed by the Department of State
(Foreign) or the Department of Defense (OCONUS);

2. Ifthe TDY location is not listed, you would select “OTHER” per diem rate
assigned and then enter the location manually.

Remember, if there are no hotels to sleep in the area you are going to, you must
indicate on the TA where you are staying for per diem purposes.

Instructions: Execute the following steps:

You have been instructed to do a site visit to Stennis Space Center, MS from April 23-25, 2019.
You'll be arriving at New Orleans, LA and renting a car. You'll have a day before and after the
trip and you'll be parking your car at the airport while you'’re on travel. Because Stennis has no
hotels in the area, remember to change your site details to the area where you'll be staying.
You may have to do research outside of the system using naco.org or google maps prior to
entering anything in the E2 Travel System.

Estimated Expenses

$854.39 = Round-trip air fare

$9.35 = Transaction Fee

50 miles one way to airport using private vehicle (POV) (x2)
$15/day for Parking at the Airport

$400 for Rental Car

$65 for Rental Car Gas

$15/day for Parking at the hotel

$25/day for Hotel Tax

$25/flight Checked Baggage Fees
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Step

Action

1

From

the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
» Select Create an Authorization
» Click Go

% _
éso'm'ons MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

At aGlance Trips Local Travel Open Autherization Group Authorization

F/AY
a=s Start a Travel Document

What would you like to do today? | Make Reservations v

To Do List Create Local Travel Claim

o

Make Reservations
Show Held Reservations
Create an Authonization

Create Open Authorization

Create Group Authorization
Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

Notes:

In production, if you did not have a reservation set up, you would click Make Reservation
In production, if you called the TMC, you would create your authorization and then
associate the reservation to the authorization.

In production, if you had made your own reservation, but didn’t create an authorization at
the time of the reservation, you can still add it by going to held reservations and then
create the authorization.

For Training Purposes we will not be working with the Online Reservation System or
reservations
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Step

Action

2

The Stepl: Basic Information screen of the authorization appears:
ézSOlUt'O”S TRAVELER'STRIPS  TRAVELER'S PROFILE

Basic Inf ti a a
© easic Information Step 1: Basic Information «

2) Reservation
Traveler Name: SELENAJENKINS  Trip ID: New  Authorization Status: New

3) Site Details
4) Expenses Basic Information
5) Accounting
6 Travel Policy Type of Travel:* Select Type of Travel... v
7) Summary Specific Travel Purpose:™
Document Number: (System Assigned)
Extras
" .
Trips List Required

Delete Authorization not

allowed at this time
Printable Profile Save and Next Step Save

» Select the Type of Travel (i.e. Mission)
» Enter the Specific Travel Purpose (i.e. Site Visit to Stennis Space Center)

» Click Save and Next Step

Notes:
v' The E2 Solutions travel system generates a Document Number for the Authorization.
v' The E2 Solutions travel system generates a Trip Number that groups all travel

documents together.
v The Trip Number is the number that keeps the authorization and vouchers together and

is what is used to query for information.
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Step

Action

3

The Step 2: Reservation screen of the authorization appears:

Trip Dashboard Authorization

1) Basic Information .

Step 2 : Reservation @
o Reservation

3) Site Details Traveler Name: SELENA|ENKINS  TripID: 314062  Authorization Status: New Authorization

4/ Expenses _
a Basic Information has been successfully updated.

5 Accounting

6/ Travel Policy Confirmation Number:

7 Summary Make New Reservation

Manage Trip Reservations

Other Actions

Remarks Next Step Back to Step 1: Basic Information

Attachments

Daily Expenses Summary

» Click Next Step

Notes:

v For training purposes we will be skipping this step.

v"In Production, this is the step you would be using if you had made a reservation outside
of the system and needed to associate it to the authorization by using Manage Trip
Reservations.

v If you had a reservation already associated, this is the screen you'd go to in order to
view/change your reservation.
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Step

Action

4

The Step 3: Site Details screen of the authorization appears:

Trip Dashboard Authorization

1) Bi Informatior . ¥
A Step 3: Site Details w
2/ Beservation

i + SELENA JENKING 314062 atus:  New Authorization
9 Site Details Traveler Name: SELENAJENKING  Trip ID 0 Authorization Status w Fiza

collapse or expand all sections

[Site 1] Begin: Washington, DC, United States ~
6’ Travel Policy
7 Summany Departing Date:* —
Departing Time:* Marning - 0B:00 AM ¥
OtherActions Departing From: * ‘Washington. DC. United States .
ik Going Ta:* ®

Arrival Date:* -

Mode of Transportation:®  Commercial Plane

Reason For Stopc® Temporary Duty

Add Site Ardd Break

Extras

>
>
>
>
>
>
>

Select the Departing Date (i.e. April 22)

Select the Departing Time (i.e. defaults to morning)

Change the Departing From if needed (i.e. defaults to your profile location)
Enter the Going To (i.e. Slidell)

Select the Returning Date (i.e. April 26)

Select the Arrival Time

Click Save and Next Step

Notes:

v' For training purposes we will be entering information into this section.

v' If there is a reservation associated to the authorization this information will automatically
fill out based off the reservation, but it should still be looked at to make sure all
information is correct for per diem purposes.

v If changes occur to reservations, this screen is not automatically updated.
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Step Action
5 |The Step 4: Expenses screen of the authorization appears:
Step 4 : Expenses o
3/ Site Details Traveler Name: SELENA JENKINS TripID: 314062 Authorization Status:  New Authorization
oExpenses — )
$). Alscamning u Site details information has been saved successfully.
Expense Information
Agency Billed: 1551
by:| Date ¥ | SortAscending Sort Descending
. 2-Apr2019  Lodging TR Teaveler Madify
Extras =
Add the following expenses:
$854.39 = Round-trip air fare
$9.35 = Transaction Fee
50 miles one way to airport using private vehicle (POV) (x2)
$15/day for Parking at the Airport
$400 for Rental Car
$65 for Rental Car Gas
$15/day for Parking at the hotel
$25/night for Hotel Tax
$25/flight Checked Baggage Fees
Notes:
v/ The system will automatically populate your Lodging and Meals and Incidentals based off
the locations in your site details.
v/ If you had a reservation tied to the authorization the system will automatically populate
the transportation costs (i.e. airfare, TMC fee and rental car)
v" The system will automatically put an expense cost for a Voucher Transaction Fee; this
however will not be actually charged until you file the voucher.
6 |The Step 4: Expenses screen of the authorization appears with the updated

expenses:

» Verify all expenses have been entered
» Click Next Step
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Step

Action

v

The Step 5: Accounting screen of the authorization appears:

Trip Dashboard Autherization

1/ Basic Information
2| Reservation

Step 5: Accounting o

3/ Site Details Traveler Name: SELENA JENKINS  TripID: 314062  Authorization Status:  New Authorization

4 Expenses

B Accounting
6/ Travel Policy Accounting
7 Summary

0 MNo account codes selected.
Other Actions

Remarks
Select Account Codes

Attachments

Printable Authorization

Compact Printable
Authorization Save and Next Step Save Back 1o Step 4; Expenses

Daily Expenses Summary

Trip History

» Click the Select Account Codes link
» Add an ACCS Code

» Click Select and Close

» Click Save and Next Step

4L, Noaccount codes selected. Click the 'Select Account Codes’ link below to add an account code.

The Step 6: Travel Policy screen of the authorization appears:

Trip Dashboard Authorization

1’ Basic Infarmation :
Step 6 : Travel Policy o
2/ Reservation
3 Site Details Traveler Mame: SELENA JEMKING  TripID: 314062  Authorization Status: New Authorization
4. Expenses

41, These policy items are incomplete: Air Cabin Class, and Rental Car Type.
5 Accounting
G Travel Palicy a Accounting information has been soved successfully.

7' Summary

Other Actions Travel Policy Justifications

Policy ltem Infermation Explanation
tion "
Alr Caben Class Salect one 4
Compact Printable
Authorization Rental Car Type Select one .

Daily Expenses Summary

Travel Policy Warnings

Travel Agent Assistance

Policy Item Information

(e Lowest Logical Airfare No commercial air reservation,

» Select justifications if needed
» Click Save and Next Step

collapse or expand all sections

-~
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Step Action

9 |The Step 7: Summary screen of the authorization appears:

Trip Dathboard Authorization

; Step 7: Summary ©

2

3 Traveler Name: SELENAJENKINS  TripiD: 314052  Authorization Status New Authorization

D s collapse or expand all sections
5/ Accounting Basic Information - Edit Retails -
6 Travel Policy

oSummar}'

Other Actions

Riermia

A Reservation - Edit Details =

»

o Na reservations found.

Site Details - Edit Details -~
[Site 1] Begin: Washington, DC, United States on 22-Apr-2018 to Siidefl, LA, United States -
Jxtras. [Site 2] End: Slidell, LA, United States on 26-Apr-2019 to Washington, DC, United States -

» Add any remarks or attachments that are needed
» Click Send to Approver

10 |The Confirm Action pop-up will appear.

| Confirm Action

Do you want to proceed?

> Click Confirm

11 |The My E2 screen should appear with a message at the top stating the
authorization has been sent to the approver.
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Exercise #13: Create TA Incorporating Leave at the End of the Trip

Objectives: e Create a Basic Travel Authorization (TA)
¢ Navigate each step of the TA

e Understand the steps to incorporate leave at the end of a TDY Trip

Notes: This exercise covers how to incorporate annual leave or non-duty days in
conjunction with official travel. No lodging and M&IE allowances are paid
on days when annual/non-duty leave exceeds 4 hours.

Commerce Travel Handbook

3.4.1 - General Rules (Leave Status)
3.8.1.4 - Authority to Use (rental car in conjunction with leave)
3.13.8 Travel in Conjunction with Leave

NOAA Travel Requlations

Chapter 2 - Travel Authorizations - Section 7 - Leave
Chapter 6 - Airfare, Section 5 - CBA Exceptions, Section 6 - Personal
Travel

Instructions: Execute the following steps:

You are going to a site visit in Boulder, CO on November 13-15, 2018. You will have a travel
day on either side. You have decided to take a leave at the end of the trip and travel back on
the 18th. Your authorization will need to include the following costs:

Estimated Expenses

$550.40 = Round-trip air fare

$9.12 = Transaction Fee

50 miles one way to airport using private vehicle (POV) (x2)
$10/day for Parking at the Airport

$400 for Rental Car

$80 for Rental Car Gas

$15/day for Parking at the hotel

$25/night for Hotel Tax

$25/flight Checked Baggage Fees

FY 2019 — Version 1.0.1 123



E2 Travel Basic Training Exercises

Step

Action

1

From

the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
» Select Create an Authorization
» Click Go

% _
éSO'Ut'D”S MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

At aGlance Trips Local Travel Open Authoerization Group Authorization

Finy
a== Start a Travel Document

What would you like to do today? | Make Reservations v

To Do List Create Local Travel Claim

o

Make Reservations
Show Held Reservations
Create an Authonization

Create Open Authorization

Create Group Authorization
Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

Notes:

In production, if you did not have a reservation set up, you would click Make Reservation
In production, if you called the TMC, you would create your authorization and then
associate the reservation to the authorization.

In production, if you had made your own reservation, but didn’t create an authorization at
the time of the reservation, you can still add it by going to held reservations and then
create the authorization.

For Training Purposes we will not be working with the Online Reservation System or
reservations
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Step

Action

2

o Basic

e =) D, B~ (V)

Extras
Trips List

Site Details

Travel Policy

Summary

The Stepl: Basic Information screen of the authorization appears:

Informati : :
mlormation — step 1 : Basic Information @

2/ Reservation

Traveler Name: SELENAJENKINS  TripID: New  Authorization Status: New

Expenses Basic Information

Accounting

Type of Travel:* Select Type of Travel...

Specific Travel Purpose:*
Document Number: (System Assigned)

*Required

Delete Authorization not

allowed at this time
Printable Profile Save and Next Step Save

» Select the Type of Travel (i.e. Mission)
» Enter the Specific Travel Purpose (i.e. Site Visit to Boulder CO)

» Click Save and Next Step

Notes:

v
v

v

The E2 Solutions travel system generates a Document Number for the Authorization.
The E2 Solutions travel system generates a Trip Number that groups all travel

documents together.
The Trip Number is the number that keeps the authorization and vouchers together and

is what is used to query for information.

Site

Remarks

Details

Expenses

Accounting

Summary:

Attachments

The Step 2: Reservation screen of the authorization appears:

Trip Dashboard Authorization

1) Basic Information Step 2 : Reservation o
o Reservation
3
4
5
6
7

Traveler Name: SELENA JENKINS  TripID: 314092  Authorization Status: New Authorization

a Basic Information has been successfully updated.

Travel Policy Confirmation Number:

Make New Reservation
Manage Trip Reservations

Next Step Back to Step 1: Basic Information

Other Actions

Daily Expenses Summary

» Click Next Step
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Step Action
Notes:

v For training purposes we will be skipping this step.

v"In Production, this is the step you would be using if you had made a reservation outside
of the system and needed to associate it to the authorization by using Manage Trip
Reservations.

v’ If you had a reservation already associated, this is the screen you'd go to in order to
view/change your reservation.

4 | The Step 3: Site Details screen of the authorization appears:

Trip Dashboard

Authorization

Step 3 : Site Details w

Traveler Name: SELEN

5 TripID: 314052  Authorization Status: Mew Authorization

collagse or expand all sections

[Site 1] Begin: Washington, DC, United States -~
Departing Date:* "
Departing Time:* Morring - 08:00 &M ¥
Departing From: * Washngten, DC. United States .
Going Tor* ®
Arrival Date:* S
Mode of Transportation:®  Commercial Plane
Reason For Stopc* Temparary Duty
Add Site Add Break
[Site 2] End: to Washington, DC, United States -~

Sel
Sel

Sel
Sel

YVVVVYVYYVY

ect the Departing Date (i.e. November 12)
ect the Departing Time (i.e. defaults to morning)

Change the Departing From if needed (i.e. defaults to your profile location)
Enter the Going To (i.e. Boulder)

ect the Returning Date (i.e. November 18)
ect the Arrival Time

Click Save and Next Step

Notes:

v
v

For training purposes we will be entering information into this section.

If there is a reservation associated to the authorization this information will automatically
fill out based off the reservation, but it should still be looked at to make sure all
information is correct for per diem purposes.

If changes occur to reservations, this screen is not automatically updated.
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Step

Action

5a |The Step 4: Expenses

Trip Dashboard  Autharization
1) Basic Information
2| Reservation

3/ Site Details Traveler Name: SELEMA |

o Expenses
D site details inf

screen of the authorization appears:

Step 4: Expenses w

ENKING  Trip ID: 314052  Authorization Status: MNew Authorization

ien has been saved

5 Accounting

1E-Now-2018
Fee

Incidentals will need to

» On the lodging line

6/ Travel Policy Expense Information
7/ Summary
Agency Billed: 1551
Traveler: 1215.00
Other Actions Unassigned: 0.00
Ul Amount 1230.51
Attachments
Printable AL v filter Options
Order by;  Date ¥ | Sort Ascending  Sort Descending
Date Type Amount Description PayTo Alerts Modify Copy Delete
Lodging expense in Boulde ited States
= 12Nw-2018  bodging 786,00 LOJBING expense in Boulder, CO, United State S— o
G ncluding ledging taxes
12:Mow-2018  Meals and Incidentals 47900 MEIE expense in Boulder, CO, United States Traveler Modify
Voucher Transaction et e - i
v 15.51 Voucher Transaction Fee Agency Billed

Because leave will be taken at the end of the trip, the Lodging or the Meals and

be modified to show the leave taken.

click Modify
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Step

Action

5al

The Lodging Expenses pop-up window appears:

Lodging Expenses

w Filter Options

Lodging Site: Boulder, CO, United States

Crder by: | Date

Date

12-Now-2018

13-Mov-2018

14-Nov-2018

15-Nov-2018

16-Nov-2018

17-Nov-2018

Per Diem

Per Diem

Per Diem

Per Diem

Per Diem

Per Diem

18-MNov-2018  Per Diem

Reimbursement Type

v

Sort Ascending
Per Diem Rate
131.00

131.00

121.00

131.00

131.00

131.00

131.00

Running Totals:

Total Estimated Lodging:

Exit Window

Sort Descending

Amount
131.00
131.00
131.00
131.00
131.00
131.00

0.0
786.00

786.00

Allowed

131.00

121.00

131.00

131.00

131.00

131.00

0.00

786.00

Estimated Tax Pay To

0.00

0.00

0.00

0.00

0.00

0.00

0.00

Day Off Shared Notes Alerts
Traveler *
Traveler ¥
Traveler ¥
Traveler ¥
Traveler ¥
Traveler ¥

Mo

Because the Site Details had to include the leave days, they are currently
showing up as regular days of a trip. Where the last day would be no lodging
costs. However, because leave is being taken for the weekend, this will need to

be notated here.

» Click the Day Off checkbox for the weekend dates
» Click Save
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Step Action

5a2 | The Lodging Expenses pop-up window appears:

Lodging Expenses
a Lodging expenses have been updated successfully,
w Filter Options w  Apply to All Displayed Expenseés

Lodging Site: Boulder, CO, United States

Order by: | Date v Sort Ascending Sort Descending
Date Reimbursement Type Per Diem Rate Amount Allowed  Estimated Tax Pay To Day Off Shared Notes Alerts
12-Nov-2018 | Per Diem v 131.00 131.00 13100 0.00 | Traveler v
13-Nov-2018 Per Diem v 131.00 131.00 131.00 0.00 | Traveler ¥
14-Nov-2018 | Per Diem v 131.00 131.00 131.00 0.00 | Traveler v
15-Nov-2018 Per Diem ¥ 131.00 131.00 131.00 0.00 | Traveler v
16-Nov-2018  Per Diem 131.00 000 0.00 0.00 No
17-Now-2018  Per Diem 131.00 000 0.00 0.00 e} No
18-Nov-2018  Per Diem 131.00 0.00 0.00 0.00 T No
Running Totals: 524.00 524.00 0.00

It should now show no lodging on Friday being that would have been the travel
day and then none for Saturday and Sunday.

» Add Lodging Tax
» Click Save and Close
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Step Action

5a3 | The Step 4: Expenses screen appears:
Trip Dashboard Authorization

1 Basic Informati
el niammanen Step 4 : Expenses o
2/ Beservation

3 Site Details Traveler Name: SELENA JEMKINS  TripID: 314082  Authorization Status: MNew Authorization
[4] Expenses
0 Lodging expenses have beoen updated successfully.
5 Agcounting
6/ Iravel Policy Expense Information

7' Summary

Agency Billed: 155

Traveler:
Other Actions Unassigned:
Remarks Amaunt:
Amachments
table Authorization v Az

Order by Date ¥ Sort Ascending Sort Descending
b Date Type Amount Description Pay Te
Trip H
. Lodging expense in Boutder, CO. United States y
Add N6 12-Nov-2018  Lodging 624,00 DO Bx “ Traveler
Add N including lodging taxes
Viev 12:Nov-2018  Meals and Incidentats 297.00 M&IE expense in Boulder, CO, United States Traveler
Tra -
Voucher Transactic
LEEVELIE S 15,51 Vieucher Transaction Fee Agency Billed
ee

over to the Meals and Incidentals.
» On the meals and incidentals line click Modify

Aerts Medify Copy Delete

Because the day off was modified under lodging it should automatically carry

5a4 | The Meals and Incidental Expenses pop-up window appears:

Meals and Incidental Expenses

s Filter Options = s Apply to All Displayed Expenses

Meals and Incidentals Site: Boulder, CO, United States

Save and Close Save Exit Window

> Scroll down to the bottom of the window

Order by:| Date ¥ || Sort Ascending = Sort Descending

Bt Reimbursement Di:: Per Diem M&IE Breakfast Lunch Dinner No Official
Type Fiadls Incidentals Amount Provided Provided Provided Incidentals Day Off

12+

Nov- Per Diem v 61.00 5.00 49.50

2018

13-

Nov- Per Diem v 61.00 5.00 66.00

2018

14-

Nov- Per Diem v 61.00 5.00 66.00

2018

15-

Nov- Per Diem v 61.00 5.00 66.00

Pay To Notes

Traveler ¥

Traveler ¥

Traveler ¥

Traveler ¥
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Step

Action

5a4l

At the bottom the dates that were marked off on the lodging as off also show
here on the M&IE. The Friday date will also be marked off as the % day as that
would have been the day that would have been the travel day back had leave not

been included.

Meals and Incidental Expenses

>

13-
Nov-
2018

14-
Nov-
2018
15:

Nov-
2018
16-

Nov-
2018
17-

Nov-
2018
18-

Nov-
2018

Per Diem

Per Diem

Per Diem

Per Diem

Per Diem

Per Diem

v 61.00
v 61.00
v 61.00
A 61.00
61.00
61.00

5.00

5.00

5.00

5.00

5.00

5.00

Total Estimated M&IE:

Save and Close Save

Click Exit Window

Exit Window

297.00

Traveler v

Traveler ¥

Traveler ¥

Traveler v
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Step Action

5a5 | The Step 4: Expenses screen appears:

Trip Dashboard Authorization

Step 4 : Expenses o

Traveler Name: SELEMA JEMKINS  TripiD: 314092  Authorization Status: New Authorization
Expense Information

Agency Billed: 1551

Traveler
7 summary Unassigned:

Amount:

Other Actions

der by Date * | Sort Ascending = Sort Descending

Date Type Amount Description

Pay To Alerts Modify Copy Delete

g
g bod
297.00 M&IE expense in Boul

in Boulder, CO, United States

15.51 Voucher Transaction Fee Agency Billed

Extras Add New Expense

Add the following expenses:

$550.40 = Round-trip air fare

$9.12 = Transaction Fee

50 miles one way to airport using private vehicle (POV) (x2)
$10/day for Parking at the Airport

$400 for Rental Car

$80 for Rental Car Gas

$15/day for Parking at the hotel

$25/flight Checked Baggage Fees

Notes:

v' The system will automatically populate your Lodging and Meals and Incidentals based off
the locations in your site details.

v"If you had a reservation tied to the authorization the system will automatically populate
the transportation costs (i.e. airfare, TMC fee and rental car)

v' The system will automatically put an expense cost for a Voucher Transaction Fee; this
however will not be actually charged until you file the voucher.

6 |The Step 4: Expenses screen of the authorization appears with the updated
expenses.

» Verify all expenses have been entered
» Click Next Step
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Step

Action

7

The Step 5: Accounting screen of the authorization appears:

Trip Dashboard Authorization

1. Basic Infermation

Step 5:Accounting @
2/ Reservation
3/ Site Details Traveler Name: SELENA JENKINS  TripID: 314092  Authorization Status: Mew Authorization
4, Expenses
_ N Mo account codes selected. Click the 'Select Account Codes' link below ta add an account code.
B Accounting

6/ Travel Policy

Accounting
7 Summary
o No account codes selected.
Other Actions
Remarks

Select Account Codes
Altachments

Printable Authorization

Compact Printable

Authorization Save and Next Step Save Back 1o Step 4: Expenses

Daily Expenses Summary

Toim Llimbmes

» Click the Select Account Codes link
» Add an ACCS Code

» Click Select and Close

» Click Save and Next Step

The Step 6: Travel Policy screen of the authorization appears:

Trip Dashboard Authorization

1 BasicInformation Step 6 : Travel Po{icy o

2/ Reservation

3) Site Details Traveler Name: SELENAJENKINS  TripID: 214092  Authorization Status: New Authorization
4' Expenses

4Ly, These policy items are incomplete: Air Cabin Closs, and Rental Car Type.
5 Accounting

© Travel olicy &P Accounting information has been saved successfully.

7/ Summary

collapse or gxpand all sections

Other Actions Travel Policy Justifications ~
Palicy ltem Infarmation Explanation
Air Cabin Class Select one -
Rental Car Type Select one v
Travel Policy Warnings -
Policy ltem Information
Lowest Logical Airfare No commercial air reservation.

» Select justifications if needed
» Click Save and Next Step
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Step

Action

9

The Step 7: Summary screen of the authorization appears:

Trip Dashboard  Authorization

1 Basic Information
o Step 7: Summary o
2/ Reservation
3) Site Details Traveler Name: SELENAJENKINS  TripID: 314092
4’ Expenses
5 Accounting Basic Information - Edit Details
6 Travel Policy
a Summary Type of Travek hlis ‘perational)

Specific Travel Purpose:

Document Numbar: (System Assigned)
Other Actions

Remarks

Reservation - Edit Details

@ 1o reservations found

Site Details - Edit Details

ederal Sponsor

ng History

Authorization Status:  New Authorization
collapse or expand all sections

~~

Agent Assistance [Site 4] Begin: Washington, DC, United States on 12-Nov-2018 to Boulder, C0, United States -

Extras [Site 2] End: Boulder, CO, United States on 18-Nov-2018 to Washington, DC, United States -

» Click the Remarks link

Notes:

v By entering expenses on days of leave when you get to Step 7: Summary you'll see a
warning banner at the top of the screen. It won’t stop you from finishing the

authorization.

10a

Remarks pop-up window appears:

Remarks for 314092

View Remarks Add Remarks

@ 1o remoria foung

[ ext wndow |
> Click on the Add Remarks tab
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Step Action
10b | The Add Remarks tab appears:
Remarks for 1165353
View Remarks Add Remarks
Note: Remarks cannot be edited or deleted. Review all information before proceeding.
Allowed: Aa-Zz0-98()/:7@,."_-
Save Exit Window
|
» Enter Remarks (i.e. Travel being extended due to personal reasons, no extra cost
to the government. Returning on the 18th, so expenses for mileage and checked
baggage expenses will be on that date when vouchered.)
» Click Save and Close
10c

@ Remark added successfully.

» Click Send to Approver
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Step

Action

11 | The Confirm Action pop-up will appear.

Confirm Action

Do you want to proceed?

> Click Confirm

12 | The My E2 screen should appear with a message at the top stating the

authorization has been sent to the approver.
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Exercise #14. Create TA Incorporating Multiple Locations

Objectives: e Create a Basic Travel Authorization (TA)

¢ Navigate each step of the TA

Instructions: Execute the following steps:

You are going to a site visit in Portland, OR on January 8, 2019 you'll then head up to Seattle,
WA for the 10™. You will have a travel day on either day of the trip. Your authorization will need
to include the following costs:

Estimated Expenses

$1042.38 = Round-trip air fare
$9.35 = Transaction Fee

50 miles one way to airport using private vehicle (POV) (x2)
$15/day for Parking at the Airport
$75 for Rental Car in Portland
$65 for Rental Car Gas

$75 for Taxi in Seattle

$25/day for Hotel Tax in Portland
$25/day for Hotel Tax in Seattle
$25/flight Checked Baggage Fees
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Step

Action

1

From the My E2 screen:

» Click the drop-down arrow on the “What would you like to do today?” field
» Select Create an Authorization
» Click Go

2 .
éSolutmns MYE2 MYAPPROVALS TRAVELFOROTHERS REPORTS

At a Glance Trips Local Travel Open Authorization Group Authorization

F/\N
2%8 Start a Travel Document

What would you like to do today? | Make Reservations v

Make Reservations
Show Held Reservations
Create an Authorization

To Do List Create Local Travel Claim
Create Open Authorization
Create Group Authorization
6 Get started by selecting a QUICK LINKS to shop for a reservation, create a new travel authorization, or other
travel documents.

Notes:

v"In production, if you did not have a reservation set up, you would click Make Reservation

v"In production, if you called the TMC, you would create your authorization and then
associate the reservation to the authorization.

v'In production, if you had made your own reservation, but didn’t create an authorization at
the time of the reservation, you can still add it by going to held reservations and then
create the authorization.

v' For Training Purposes we will not be working with the Online Reservation System or
reservations
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Step

Action

2

The Stepl: Basic Information screen of the authorization appears:

, _
ésomt'o”s TRAVELER'S TRIPS  TRAVELER'S PROFILE

o Basic Information

2) Reservation

3) Site Details Traveler Name: SELENA JENKINS — Trip ID: New

4) Expenses Basic Information

5) Accounting

6) Travel Policy Type of Travel:* Select Type of Travel...
7) Summary Specific Travel Purpose:*

Document Number: (System Assigned)
Extras
- '

Trips List Required

Step 1: Basic Information o

Delete Authorization not
allowed at this time

Printable Profile

>

Save and Next Step Save

Select the Type of Travel (i.e. Mission)

Authorization Status: New

» Enter the Specific Travel Purpose (i.e. Site Visit to Portland, OR and

>

Seattle, WA)
Click Save and Next Step

Notes:

v' The E2 Solutions travel system generates a Document Number for the Authorization.
v' The E2 Solutions travel system generates a Trip Number that groups all travel

documents together.
v

is what is used to query for information.

The Trip Number is the number that keeps the authorization and vouchers together and

FY 2019 — Version 1.0.1

139




E2 Travel Basic

Training Exercises

Step

Action

3

Site Details
Expenses

Accounting

Summary,

Remarks

Attachments

The Step 2: Reservation screen of the authorization appears:

Trip Dashboard Authorization

1 Basic Information Step 2 : Reservation &
9 Reservation
3
4
5
6
7

Traveler Name: SELENA JENKINS  Trip ID: 314181 Authorization Status: New Authorization

a Basic Information has been successfully updated.

Travel Policy. Confirmation Number:

Make New Reservation
Manage Trip Reservations

Next Step Back to Step 1: Basic Information

Other Actions

Daily Expenses Summary

» Click Next Step

Notes:

v
v

For training purposes we will be skipping this step.

In Production, this is the step you would be using if you had made a reservation outside
of the system and needed to associate it to the authorization by using Manage Trip
Reservations.

If you had a reservation already associated, this is the screen you'd go to in order to

view/change your reservation.
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E2 Travel Basic Training Exercises

Step

Action

4a

The Step 3: Site Details screen of the authorization appears:

Trip Dashboard  Authorization

1/ Basic Information H =
. . Step 3 : Site Details «
2/ Reservation
a Site Details Traveler Name: SELENAJENKINS  TripID: 314181  Authorization Status: Mew Authorization
Py e collapse or expand all sections
5 Accounting [Site 1] Begin: Washingten, DE, United States -~
6/ Ir
7. Su Departing Date:* -
Departing Time:* Morning - 08:00 AM ¥
Other Actions Departing From: * Washington, DC. United States ®
Remarks
Going To:* .
Arrival Date:* -
Mode of Transportation:®  Commercial Plane
Reasen For Stop:* Tempoarary Duty
Add Site Add Break
Extras
[Site 2] End: to Washingten, DC, United States -~

Select the Departing Date (i.e. January 7)

Select the Departing Time (i.e. defaults to morning)

Change the Departing From if needed (i.e. defaults to your profile location)
Enter the Going To (i.e. Portland)

Click Add Site

YV VYY

4b

The Site 2 part of the screen appears:

[Site 2] From: Portland, OR, United States Remaye Site -~
Departing Date:* 08-Jan-2019 )

Departing Time:* Morning - 08:00 AM ¥

Departing From: Portland, OR, United States

Going To:* &

Arrival Date:* 08-Jan-2019 -

Mode of Transportation:* | Commercial Plane

Reason For Stop:* Temporary Duty v

Select the Departing Date (i.e. January 9)

Select the Departing Time (i.e. defaults to morning)

Change the Departing From if needed (i.e. defaults the Site 1)
Enter the Going To (i.e. Seattle)

Scroll down

YVVVY
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Step Action
4C [Site 3] End: Seattle, WA, United States on 09-Jan-2019 to Washington, DC, United States -~

Returning Date:* 09-Jan-2019 7
Returning From: Seattle, WA, United States
Returning To* ‘Washington, DC, United States .
Arrival Date:* 09-Jan-2019 S
Arrival Time:** Select
Mode of Transportation® | Commercial Plane T

Save and Next Step Save Back to Step 2: Reservation

» Select the Returning Date (i.e. January 11)
» Select the Arrival Time
» Click Save and Next Step

Notes:

v
v

For training purposes we will be entering information into this section.

If there is a reservation associated to the authorization this information will automatically
fill out based off the reservation, but it should still be looked at to make sure all
information is correct for per diem purposes.

If changes occur to reservations, this screen is not automatically updated.
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Training Exercises

Step

Action

5 |The Step 4: Expenses screen of the authorization appears:

_Extras 094an-2013  Meals and Incidentals 209.00 M&IE expense in Seattle, WA, United States

$1042.38 = Round-trip air fare
$9.35 = Transaction Fee

$15/day for Parking at the Airport
$75 for Rental Car in Portland
$65 for Rental Car Gas

$75 for Taxi in Seattle

$25/day for Hotel Tax in Portland
$25/day for Hotel Tax in Seattle
$25/flight Checked Baggage Fees

» Verify all expenses have been entered
» Click Next Step

50 miles one way to airport using private vehicle (POV) (x2)

Trip Dashboard  Authorization
1/ Basi 4
Step 4: Expenses w
2/ Res
3 Site Details Traveler Name: SELEMAJENKINS  TripID: 314181  Authorization Status:  New Authorization
o Expenses
W Sitedetailsi ion hos been saved
5/ Accounting
6/ Trave Expense Information
7 Summary
Agency Billed: 1551
v F
| Date Sort Ascending  Sort Descending
Date Type Alerts Modify Copy Delete
Portland, OR, United Stat
1 Lod| Modify
n-2019  Meals and Incidentats 115.50 MEJE expense nd, OR, United States Modfify
n Seartle, WA, United States including
094an-2019  Lodging : e Wi niead Scates induding Modify

When multiple locations are added on the Site Details, the expenses will then
break out the lodging and M&IE for each location. So this means you'll have to
enter your hotel tax per location. So add the following expenses:
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Step Action

6 The Step 5: Accounting screen of the authorization appears:

Trip Dashboard Authorization

1’ Basic Information

Step 5: Accounting @

Reservation

Site Details Traveler Name: SELENA JENKINS  Trip ID: 314181 Authorization Status: New Authorization
Expenses

2

3

4
o Accounting
6

7

y !' ., No account codes selected. Click the 'Select Account Codes' link below to add an account code.

Travel Policy Accounting

Summary

o No account codes selected.
Other Actions

Remarks
Select Account Codes

Attachments

Printable Authorization

Compact Printable
Authorization Save and Next Step Save Back to Step 4: Expenses

Daily Expenses Summary

» Click the Select Account Codes link
» Add an ACCS Code

» Click Select and Close

» Click Save and Next Step

7 |The Step 6: Travel Policy screen of the authorization appears:

Trip Dashboard Authorization

1 BasicInformation :
Step 6 : Travel Policy &

2/ Reservation

3 Site Details Traveler Name: SELEMA JENKINS  TripiD: 314181  Authorization Status: New Authorization

4’ Expenses
AL, These policy items are incomplete: Air Cabin Class, and Rental Car Type.
5 Accounting
0 Travel policy (D Accounting information has been saved successfuly.
1 ummary
collapse or expand all sections

Other Actions Travel Policy Justifications ~

Policy Item Information Explanation
Air Cabin Class Select one
Rental Car Type Select one i

Travel Policy Warnings

Policy ltem Infermation

Bt Lowest Logical Airfare Mo commercial air reservation.
ras

» Select justifications if needed
» Click Save and Next Step
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Step

Action

8 |The Step 7: Summary screen of the authorization appears:

Trip Dashboard Authorization

1/ Basic Information Step 7: Summary o
2! Reservation
3| Site Details
4/ Expenses

5/ Accounting

Traveler Name: SELENA JENKINS  TripID: 314181

Basic Information - Edit Details
6 ' Travel Palicy

a Summary Type of Travel:

Spedific Travel Purpose:

Document Mumber: (Syste

Other Actions

Reservation - Edit Details

o Na reservations found.

Site Details - Edit Details

> Click the Remarks link

Authorization Status:  MNew Authorization

OR and Seattle. WA

[Site 1] Begin: Washingtan, DC, United States on 07-Jan-2019 to Portland, OR, United States

[Site 2] Fram: Portland, OR, United States an 09-Jan-2019 to Seattle, WA, United States

collapse or expand all sections

-~

9a

Remarks pop-up window appears:

Remarks for 314181

View Remarks Add Remarks

@ o remaris tound

» Click on the Add Remarks tab
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Step Action

9b |The Add Remarks tab appears:

Remarks for 3114181
Wiew Remarks Add Remarks

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

Mlowed: AaZz 095

Enter Remarks (i.e. Need rental car in Portland due to multiple location site visits
around the Portland area.)

Click Save and Close

Add any Attachments

Click Send to Approver

YVVV VYV

10 | The Confirm Action pop-up will appear.

Confirm Action

Do you want to proceed?

> Click Confirm

11 |The My E2 screen should appear with a message at the top stating the
authorization has been sent to the approver.
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